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INTRODUCTION

The Sponsor’s Handbook is a vital reference for all sponsors who participate or plan to
participate in the Summer Food Service Program for Children during school vacation
periods. It is not, however, applicable to the academic-year operations of National Youth
Sports Program (NYSP) sponsors during October through April. Additionally, it contains
a section which addresses the needs of food service management companies that provide
meals to Summer Food Service Program (SFSP) sponsors.

The SFSP was established to ensure that during school vacation periods, children could
continue to receive the same high-quality meals that are provided during the school year
under the National School Lunch and School Breakfast Programs. The program resulted
from an increased awareness of the critical importance of proper nutrition to children, and
a belief that school vacations should not end the availability of nutritious meals for many
children. Although the SFSP primarily operates during the summer months, May to
September, when schools in most areas are closed, it also provides meals during vacation
breaks where schools are operated on a continuous schooi calendar.

This handbook for SFSP sponsors consists of five main sections:

PLANNING A PROGRAM provides information to help guide poteatial sponsors through
the carly stages of program planning and operations. This section includes information on
determining eligibility, planning the meal service, and applying for the program.

ADMINISTERING A PROGRAM outlines in more detail the administrative responsibilities
of the sponsor in the areas of training, recordkeeping, and monitoring.

FOOD SERVICE MANAGEMENT COMPANIES discusses how a sponsor contracts with
a food service management company. This section includcs information on the sponsor’s
and food service management company's responsibilities in relation to operating the food
service at program sites.

CAMPS discusses the unique eligibility requirements and reimbursement methods used by
camps, and their special needs.

REFERENCES provides sample copics of forms and necessary program worksheets that
sponsors may use. A glossary of SFSP terms is also inclucded at the end of this section.

The SFSP makes meals available to children 18 years old er younger. People over 13
years old, who (1) are determined by a State or local educational agency to be mentally
or physically handicapped and (2) participate in a public or private nonprofit school
program for children with handicaps during the school year, are also eligible to receive
benefits.

Aruitoxt provided by Eic:
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A basic understanding of the SFSP requires familiarity with each of the following terms:

SPONSOR

Organizations that may sponsor the SFSP are limited to (1).public and private nonprofit
school food authorities, residential summer camps, and colleges and universities that
participate in the NYSP; (2) private nonprofit organizations that meet specific criteria
defined in SFSP regulations; and (3) local, county, municipal, State, or Federal government
units. Boih private nonprofit organizations and governmental units must have direct
operational control over each site under their sponsorship. This means that they will be
responsible for (1) managing site staff, including such areas as hiring, conditions of
employment, and termination; and (2) exercising management control over SFSP operations
at sites during the period of program participation.

Potential sponsors must demonstrate that they have the necessary financial and
administrative capability to meet SFSP objectives and to comply with program regulations.
They must also accept final financial and administrative responsibility for all sites under
their auspices. Approved sponsors must operate the program according to the Federal
regulations, relevant instructions, this handbook, other SFSP guidance materials, and all
applicable State and local laws. Management responsibilities cannot be delegated below
the sponsor level. The quality of the meal service, the conduct of site personnel, and the
adequacy of recordkeeping reflect directly upon the sponsor’s performance, which is subject
to audit by the administering agency, by the U.S. Department of Agriculture’s (USDA)
Office of the Inspector General (OIG), and the General Accounting Office (GAO).

REIMBURSEMENT

SFSP sponsors receive Federal funds from their administering agency based on the number
of each type of meals they serve to children: Separate reimbursement rates have been
established to cover their operating costs of preparing and serving meals and their costs of
administering the program. There are different rates for each meal type--breakfast,
lunch/supper, and snack--and the number of eligible meals served according to program
regulations, multiplied by the appropriate reimbursement rate, will be the maximum amount
of money that a sponsor receives for either its administrative or operating costs. To cover
its administrative costs the sponsor will receive the lesser of (1) actual administrative costs;
(2) the amount in its approved administrative budget; or (3) the amount provided by the
rates. For operating costs, the sponsor will receive the lesser of actual operating costs or
the amount provided by the rates.

Sponsors may receive advance payments and may also be able 1o receive some startup
funds; additional administrative funds are available for rural sponsors and for sponsors
that prepare their own meals. In addition, donated commodities are available for sponsors
that prepare their own meals; for sponsors that contract with a school food authority for
prepared meals; and for school food authority sponsors that competitively procure meals

from the same fnod service management company that provided their most recent National
School Lunch Program meals.
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SITE

Sponsors may operate the SFSP at one or more sites--the physical locations where program
meals are served to children. Regular sites and sites primarily for homeless children may
be approved to serve up to two meals daily, either lunch and breakfast or lunch and a
snack, while sites serving primarily migrant children and camps may be approved 1o serve
up to four meals per day--breakfast, snack, lunch, or supper.

Regular (open or envolied) sites serve either (1) an open geographical area where at least
50 percent of the local children are eligible for free or reduced-price school meals, based
on information provided by local public and nonprofit private school officials, welfare or
education agencies, zoning commissions, census tract data, migrant organ’ zations, or other
appropriate sources; or (2) an enrolled program where children are enrolled and where at
least S0 percent of the enrolled children are individually determined to be eligible for such
meals.

Enrolled sites are usually established (1) where an identified group of needy children living
in a "pocket of poverty” are provided SFSP meals; (2) where identified needy children are
transported to a congregate meal site located in a geographical area with less than 50
percent eligible children; or (3) where a sponsor operates a program for a specific group
of children, providing recreational, cultural, religious, or other types of organized activities
except, as indicated on page 17, at an accredited summer school. Enrolled site sponsors
must provide eligibility forms to all enrollees and document, using only the compieted and
approved forms, that at least 50 percent of those enrolled are eligible for free or reduced-
price school meals.

Sponsors of regular open sites and homeless feeding sites are reimbursed for program meals
served to all attending children; whereas, regular enrolled site sponsors are reimbursed only
for the meals served to their enrolled attendees.

Residential summer camps and nonresidential day camp sites must take applications from
all enrolled children and determine their individual eligibility for SFSP meals, since such
sponsurs may claim for reimbursement only those meals served to children at the camp who
are eligible for free or reduced-price school meals. Nonresidential day camps, which can
only participate as sites under sponsorship of an eligible school food authority, college,
university, governmental unit, or private nonprofit organization, must offer a continuous
schedule of organized cultural or recreational programs for enrolled children between their
SFSP meal services.

The term camp is a Program term and need not limit the type of participation by a given
site. For example, a "day camp” operated by a city housing agency may qualify as an
enrolled site, while the same agency might run a recreation program which qualifies and is
approved as a norresidential camp, assuming each met the criteria discussed above.
Sponsors of residential and nonresidential camps must provide the administering agency
with the number of children enrolled in each session at each camp site who have been
determined eligible for reimbursed SFSP meals. This information must be submitted before
the time the sponsor’s claim for reimbursement is submitted or at a time specified by the
administering agency.

[FY)
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Homeless feeding sites, unlike regular sites and camp sites, may participate in the SFSP
without reference to area eligibility and without taking applications from participating
children. These sites must document (1) that their primary purpose is to provide shelter
and one or mo/e meal services per day to homeless families and (2) that they are not
residential child care institutions (RCCIs) as defined in National School Lunch

(NSLP) regulations. RCCls "including but not limited to homes for the mentally impaired,
temporary shelters for runaway children, homes for unwed mothers and their children, and
juvenile detention centers” differ from homeless feeding sites in that they provide ongoing
institutional care for children.

PLANNING A PROGRAM

SPONSOR ELIGIBILITY

Every sponsoring organization must meet certain requirements. Only public or private
nonprofit school food authorities, colleges or universities participating in the Program
(NYSP), and residential summer camps; local, county, municipal, State, or Federal
governmental units; and private nonprofit organizations which meet specific criteria, may
serve as sponsors, Private nonprofit organizations are limited, amnng other criteria, as to
the location of their sites, the total number of sites they may orcrate, and the maximum
number of children they may serve; and the administering agency can provide more specific
details about the conditions under which they may participate. Governmental sponsors and
private nonprofit organizations must certify on the application for participation that they
have direct operational control over all sites under their sponsorship. Direct operational
control means that the sponsor is responsible for managing site staff, including such areas
as hiring, determining conditions of employment, and termination, and for exercising
management control over SFSP operations at sites during the period of program
participation.

All private nonprofit sponsors (whether private nonprofit organizations or other types of
private nonprofit sponsors) must be tax exempt under the Internal Revenue Code of 1986,
and all sponsors must demonstrate adequate administrative and financial responsibility to
effectively manage food service at their sites. Sponsors must also provide a year-round
public service to the area in which they intend to provide the SFSP, except for sponsors of
residential camps, sites serving migrant programs, and those serving needy areas that would
otherwise not be served.

DETERMINATION OF NEED

Because the SFSP is primarily directed toward children in needy areas, sponsors of regular
open and enrolled sites and those serving migrant children must, as part of the application
process, document the need of the geographical area or the identified population of
children they would serve. Such sponsors must submit information to the administering
agency to establish each noncamp site’s eligibility, and the following pages describe the
kinds of data they should use to document this eligibility. Homeless feeding sites must

ERIC
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meet the requirements described above, while camp sponsors must meet other requirements
that are described on page 8.

Eligibility Based on Area Served

Sponsors must demonstrate that their proposed open sites are located in areas in which
poor economic conditions exist, and there are two primary methods--use of school data or
use of census tract data--that may be used to determine whether the area that would be
served is eligible.

Use of School Data - Generally, sponsors will find it most helpful to contact the
local schools directly in order 1o obtain the necessary information to determine the
need of the area they wish to serve. When sponsors decide to use school data, they
must determine and contact the school (or schools) serving the children who live in
the areca where they intend to offer the program. The local school district and
nonprofit private schools serving the area can then provide sponsors with the
number of children who are eligible for free and reduced-price National School
Lunch or School Breakfast Program meals and the total enrollment of the school(s).

The sponsors must then provide their administering agency with the following
information to document the eligibility of the area they intend to serve: (1) the
names of all public and nonprofit private schools or districts serving the children
who reside within the area; (2) the number (but not names) of all children eligible
for free and reduced-price meals who are enrolled in those schools; and (3) the total
number of children enrolled in those schools cr school districts.

The administering agency will determine the eligibility of each proposed site located
in the area based on this data submitted by the sponsor. Since the local school or
district must certify that the data are accurate, sponsors should ask local schools or
districts to provide the necessary figures on school or district stationery, with the
signature of an authorized school official.

Use of Census Tract Data - Sponsors may also choose to document area need by
submitting census tract data. We suggest, however, that sponsors use census tract
data only if school information is nonexistent or irrelevant for a particular site,
Since data from the 1990 decennial census for the area of consideration may not yet
be available, census data may be more than 10 years old, and an area as small as
a census tract may have undergone substantial demographic change during this
period. Census data are frequently available from local government planning offices
or public hpraries.

The census data that should be vsed to determine site eligibility will depend cn
the location of the arca the sponsor hopes to serve. If it hopes to serve an uarea
located in a city with a population of over 50,000, the following documents should
be used: Table P-1, General Characteristics of Persons " and Tuble P-60, Income and
Poverty Status in 1989. Table P-1 lists, by tract number or city, the average number
of people per household and Table P-60 lists. by tract number or city, the median
income.




If a sponsor wishes to serve an area located in a county with a population of less
than 50,000, the sponsor should refer to Table 14, Summary of General Characteristics
and Table 180, Income Characteristics in 1979 for Counties. Table 14 lists, by tract
number or county, the average number of people per household and Table 180 lists,
by tract number or county, the median income.

If sponsors elect to use census data to document the eligibility of sites, they must
first consult a census map to determine the tract that includes each area they wish
to serve. A copy of this map should be submitted to the administering agency.
Once the tract is determined, sponsors should look at Table P-60 (for cities with
more than 50,000 people) or Table 180 (for counties with less than 50,000 people)
to determine the median household income for the tract. Then, sponsors shouid
determine the average household size for the tract from Table P-1 for cities or Table
14 for counties. Although the average household size will not usually be a whole
number, the decimal remainder must not be rounded up or down. Rather, the tract
figures must be adjusted and compared to the income eligibility guidelines for
reduced-price schoo! meals as in the following example:

USDA's family size and income eligibility guidelines set a maximum annual income
of $19,536 for requced-price meals for a household of three in the contiguous States.
Suppose the census tables show that a given census tract has a median income of
$21,000 and an average household size of 3.28. To make the comparison, the census
tract data must be prorated to reflect the income of a household of three. This is
accomplished by setting up a proportion and computing as follows:

(1) 328 = 3 (2) 3x8$21,000 = $63,000
$21,000 X
(3) $63.000 + 3.28 = $19,207.317

Since the decimal .32 is less than .50, it must be rounded down to yield a prorated
income of $i9,207 for a hLousehold of three in this hypothetical census tract.
Compare this number to the maximum annual income listed in the current
guidelines to determine the eligibility of the area--a prorated income of $19,207
versus the $19,536 maximum listed in the guidelines. Because the adjusted median
income for the tract is lower than the reduced-price guideline, the tract meets the
definition of an area where poor economic conditions exist.

ERIC
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Sponsors that wish to document site eligibility with census tract data must submit
to the administering agency photocopies of:

(1) the census map page that includes the tract used;

(2) the page from Table P-1 or Table 14 indicating the average number of
persons per household in the tract; and

(3) the page from Table P-60 or Table 180 indicating the median household
income in the tract.

Eligibility Based on Enrollment Group Served: Sponsors of sites where meals are served
only to an enrolled group of children mus# document their sites' eligibility based on
statements of the household size and income, or food stamp or AFDC case numbers, of
children enrolled at each site. For such site to be eligible, the sponsor must be able to
demonstrate, using only the completed eligibility forms, that at least 50 percent of the
enrolled children have been individually determined eligible for free or reduced-price
school meals. Such sponsors must provide the administering agency with:

(1) A statement that they will use the Eligibility Form for Camps and Enrolled
Sites or a sample of their individually developed form containing the identical
information that they will use to make the eligibility determinations;

(2) The total number of children enrolled at the site; and

(3) The number of children enrolled at the site who are documented as eligible
for free and reduced-price school meals, based on the income eligibility
guidelines or on their food stamp or AFDC case numbers.

Sponsors of enrolled sites are not required to submit the completed and approved eligibility
forms to the administering agency. However, each site that will be documented as eligible
based on enrollment data must have on file (1) records of the total number of children
enrolled at the site and (2) the actual approved eligibility form for each child who is counted
as being eligible for free or reduced-price school meals.

Other Documentation: If sponsors are unable to document the need of their area
or site(s) by school data, census tract data, enrollment data, or serving homeless
children, they have several other options:

For all sponsors:  Since 1990 decennial census data compilations are incomplete,
photocopies of appropriate data from their State’s volume of
The 1980 U.S. Census Reponts, General Social and Economic
Characteristics (Bureau of the Census publication # PC 80-1-C,
volumes 2-52, which can be obtained from public libraries) may
be submitted to document the need in each area served by their
sites.
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For Indians: Sponsors offering programs at sites located on Indian
reservations may obtain and submit statistics on the population
from one of the 12 Bureau of Indian Affairs area offices.

For Migrants: Sponsors may submit information obtained from a migrant
organization to document the eligibility of sites serving children
of migrant workers. The administering agency must confirm that
the organization is a migrant organization, and the data provided
must indicate that at least 50 percent of the children are eligible
for free and reduced-price meals. '

Frequency of Need Documentation: Area eligible sites may use documentation from the
previous year to support the site's program eligibility. In such instances, sponsors are only
required to obtain new documentation every other year. Sponsors of all other sites must
document the sites’ eligibility annually.

Need Documentation for Camps: Sponsors of residential summer camps and non-
residential day camp sites may claim reimbursement only for the meals served at such sites
to campers who have been individually determined to be eligible for free or reduced-price
school meals. Camp sponsors must make such determinations on the basis of the eligibility
form information submitted by the parent or guardian of each child. They compare that
information with USDA's income eligibility guidelines for the MNational School Lunch and
School Breakfast Programs to determine the child’s eligibility for meals in the SFSP.

Sponsors of residential and nonresidential camps must provide the administering agency
with the number of children enrolled in each session at each camp site who have been
determined eligible for reimbursed SFSP meals. This information must be submitted
before the time the sponsor’s claim for reimbursement is submitted or at a time specified
by the administering agency.

Administering agencies may also require camp sponsors: (1) to indicate that they will use
the Eligibility Form for Camps and Enroiled Sites or (2) to submit a sample of the locally
developed forn: that they will use to collect household size and income data, or food stamp
or AFDC case numbers from the children enrolled in each session. in order to determine
their eligibility for program meals.

Soonsors of camps are nor required to submit their approved free and reduced-price
eligibility forms to the administering agency. They must, however, maintain the originals
of the approved forms for all eligible children available for review in their files.

MEAL SERVICE
Before an administering agency approves the program application, a sponsor will have 10
indicate the method it will use to provide meals to children. Several factors -- the cost of

food, the number of meals required, the type of meal service, the number and type of sites,
and the facilities available at each site -- will influence the sponsor’s choice.
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Sponsors may choose from several methods of providing meals. They may either
(1) prepare their own meals, (2) obtain meals from a school food service authority, or (3)
obtain meals from a food service management company,

Sponsor Meal Preparation: Many sponsors choose to prepare their own meals, which
allows the sponsor to have maximum control over the quality of preparation. Depending
on facilities available at its sites, a sponsor may prepare meals at each site location or at
a central kitchen. Preparing meals at the site requires that each site have adequate kitchen
and storage facilities. Sponsors preparing meals at a central kitchen must decide how they
are going to distribute the meals from the central kitchen to the sites. Sponsors preparing
their own meals either at each site or at a central kitchen may receive additional
administrative reimbursement.

Purchasing Meals From Schools: If sponsors choose not to prepare meals for their sites,
they may instead purchase the meals from a school food service. Most schools have meal
preparation and service facilities since they serve meals to children during the school year.
Also, experienced school food service personnel are often available for summer jobs. Most
schools participate in the National School Lunch and School Breakfast Programs. If meals
for your summer program will be prepared in such schools, the administering agency can
permit you to serve meals that meet the requirements of these programs 1ather than the
summer program meal patterns. If you wish to exercise this option, you should submit a
request for permission to the administering agency along with your application for program
participation.

Nonschool sponsors that wish to obtain their SFSP meals from a school should contact
their local superintendent of schools,cor principals of local nonprofit private schools. Such
an arrangement will require either a written agreement or a contract with the school food
authority.

Purchasing Meals from Food Service Management Companies: Those sponsors who choose
10 contract with a food service management company to obtain their meals should consult
the FOOD SERVICE MANAGEMENT COMPANIES section on page 46 of this
handbook. This section explains the various requirements and procedures that such sponsors
must follow when they are locating and contracting with a food service management
company.

Commodities: Sponsors preparing meals onsite or at a central kitchen, those purchasing
meals from a school food authority, and "school food authority” sponsors that competitively
procure their SFSP meals from the same food service management company that
competitively provided their most recent (NSLP) meals are eligible to receive donated
commodities under the SFSP. The administering agency will provide information about
currently available foods 1o these sponsors, who may not receive commodities under more
than one program (i.e., the SFSP and the NSLP) during the same time period.

Unitized Meals: Food service management companies and school food authorities
contracting to prepare SFSP meals must provide unitized meals to the sponsors’ site(s)
unless the administering agency has approved a waiver of the unitized meal requircment.




The unitized meal requirement specifies that the meal components (except the milk or
juice) must be packaged, delivered, and served as a unit. Milk or juice, which may be
packaged and provided separately, must be served with the meal and only such complete
meals are reimbursable.

Number of Meals: The administering agency may approve regular sites for the service of
up to two meals each day. These sites may serve lunch and breakfast or lunch and a snack.
Sites serving primarily migrant childrer and camp sites can receive approval to serve up to
four m .Is a day consisting of breakf.. t, snack, lunch, and supper.

Meal | .tern Goal and Minimum Requirements: Careful planning is necessary to meet
the goai of the SFSP, which is to serve nutritious meals that meet meal pattern
requirements and are appetizing to children. The SFSP meal pattern requirements assure
well-balanced meals that supply the kinds and amounts of foods that children require to
help meet their nutrient and energy needs. The meal patterns rstablish the minimum
portions of the various meal components that must be served to each child in order for the
partici ting sponsor to rrceive r mbursement for each meal.

Portion Adjustments: The port. as included in the meal pattern requiremenis on the
following pages are the minimum quantities for children. Sponsors serving older children
may wish 10 serve more than these minimum quantities. In some cases, the administering
agency may approve a sponsor to serve smaller portions of food if the sponsor is serving
a group of children under 6 years of age. Sponsors wishing to serve smaller portions mus!
(a) receive prior approval from their administering agency, and (b) comply with the meal
pattern requircnents for younger children established in Section 226.20 of the Child and
Adult Care Food Program (CACFP) regulations, which can be obtained from the
administering agency.

Such sponsors must demonstrate that they are able to control portion sizes and that they
can ensure that the variations in portion size are in accordance with the age levels of the
children being served. Any SFSP sponsors approved by the administering agency to serve
children who are under 1 vear of age must obtain a copy of the CACFP regulations and
comply with the "Infant Meal Pattern” requirements in subsection 226.20(b).

10
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SUMMER FOOD SERVICE PROGRAM MEAL PATTERN REQUIREMENTS

The meal pattern requirements assure well-balanced, nutritious meals that supply the kinds
and amounts of foods that children require to help meet their nutrient and energy needs.
You must make sure that meals served at your site meet the meal pattern requirements
listed on the following pages. Compare the patterns of the meals to be served at your site
with these requirements and learn to recognize meal deficiencies.

BREAKFAST
Minimuom
Amount
Milk 1 cup
Fluid milk (1/2 pint)
Vegetables and Fruits
Vegetables and/or fruits or 1/2 cup
full-strength vegetable or fruit juice 1/2 cup
(Or an equivalent quantity of any combination
of vegetables, fruits, and juice)
Bread and Bread Alternates
Bread (whole-grain or enriched) or 1 slice
Bread Alternates (whole-grain or enriched):
cornbread, biscuits, rolls, muffins, etc. or 1 serving
cooked pasta or noodle products or 1/2 cup
cooked cereal grains, such as rice,
corn grits, or bulgur or 1/2 cup
(whole-grain, enriched, cr fortified).
cooked cereal or cereal grains or 1/2 cup
cold dry cereal 3/4 cup or
1 ounce
(whichever
is less)
(Or an equivalent quantity of a combinaticn
bread or bread alternates)
(Optional) Serve as often as possible:
Meat and Meat alternates
Meat 1 ounce
Meat alternate 1/2 amount listed under

LUNCH or SUPPER)

114 .
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SNACK (Supplemental Food)

Serve two food items selected from any two of the following four components:

Milk
Fluid milk

Meat and Meat Alternates
Lean meat or poultry or fish or

Meat alternates:
cheese or
egg or
cooked dry beans or peas or
peanut butter or other nut or seed butters or
nuts and/or seeds or
yogurt (plain, sweetened, or flavored)
(Or an equivalent quantity of any combination
of meat or meat alternates)

Vegetables and Fruits

Vegetables and/or fruits or
full-strength vegetable or fruit juice

(Or an equivalent quantity of any combination
of vegetables, fruits, and juice)

Juices cannot be served with milk.

Bread and Bread Alternates

Bread (whole-grain or enriched) or

Bread alternates (whole-grain or enriched):
cornbread, biscuits, rolls, muffins, etc. or
cooked pasta or noodle products or
cooked cereal grains, such as rice,
corn grits, or bulgur or
(whole-grain, enriched, or fortified):
cooked cereal or cereal grains or
cold dry cereal

(Or an equivalent quantity of anv combination
of bread or bread alternates)

Minimum

Amount

1 cup
(1/2 pint)

1 ounce

(edible portion as served)

1 ounce

1 large

1/4 cup

2 tablespoons
1 ounce

4 ounces

3/4 cup
3/4 cup

1 slice

1 serving
1/2 cup

1/2 cup
1/2 cup

3/4 cup or
1 ounce

(whichever is less)




LUNCH OR SUPPER Minimum
Milk

Fluid milk 1 cup

(1/2 pint)
Meat and Meat Alternates
Lean meat or pouitry or fish or 2 ounces
(edible portion as served)
Meat alternates:

cheese or 2 ounces
egg or 1 large
cooked dry beans or peas 1/2 cup

peanut butter or other nut or
seed butters or
nuts and/or seeds
(Or an equivalent quantity of any combination of
meat or meat alternates)

4 tablespoons
1 ounce = 50%*

Vegetables and Fruits

Vegetables and/or fruits (2 or more selections 3/4 cup
for a total of 3/4 cup) or
full-strength vegetable or fruit juice 3/4 cup

(Or an equivalent quantity of any combination of
vegeables, fruits, and juice)
Juice may not be counted to meet more
than 1/2 of this requirement.

Bread and Bread Alternates

Bread (whole-grain or enriched) or 1 slice
Bread alternates (whole grain or enniched):
cornbread, biscuits, rolls, muffins, etc. or 1 serving
cooked pasta or noodle products or 1/2 cup
cooked cereal grains, such as rice,
corn grits, or bulgur 1/2 cup

(Or an equivalent quantity of a combination of
vread or bread alternates)

* No more than one-half of the requirement shall be met with nuts or seeds. Nuts or
seeds shall be combined with another meat/meat alternate to fulfill the requirement.

Note: The rerving sizes of food specified in the meal patterns are minimum amounts. If the
administering agency approves the spoasor to serve smaller portion sizes to children under 6 years vld.
the sponsor must meet the meal patterns specified in the Child and Adult Care Food Program (CACFP)
regulations. You can obtain copies of these regulations from your administering agency. Children over
6 years old may be served larger portions, but not less than the minimum requirements specified in the
Summer Food Service Program regulations. Remember that your sponsor does not receive
reimbursement for meals that do not meet the minimum program requirements.




Meal Service Requirements: In addition to serving meals that meet meal pattern
requirements, sponsors must be certain that they comply with the following rules when
serving meals at each of their sites:

Serve the same meal to all children.

Ensure that children eat all meals onsite. Site personnel must be sure to supervise
all children on the site while they are eating meals. Only meals that children eat
onsite are eligible for reimbursement.

Serve meals during the times of meal service submitted on the Site Information
Sheet and approved by the administering agency. Sponsors must have the
administering agency approve any changes in these meal service times.

Ensure that all children in attendance at the site receive one meal before any child
is served a second meal.

Ensure that 3 hours elapse between meals. When nonresidential camp sites and
sites serving primarily migrant children serve lunch and supper with no afternoon
snack between the two meals, they must be sure 1hat 4 hours elapse betwren the
lunch and supper. Such sites must begin serving supper no later than 7 p.m. and
must end supper service by 8 p.m. None of these time restrictions applies to
residential camps or homeless feeding sites. The administering agency must approve
any other waivers to these restrictions.

Except at homeless feeding sites, ensure that the meal service period does not
exceed 2 hours for lunch/supper and 1 hour for all other meals, including snacks.

Adhere to local health and sanitation regulations.

Arrange for delivery if the meals are not prepared at the site and arrange for storing
the meals according to standards prescribed by local health authorities until meal
time. If the meals are not prepared onsite, the administering agency will not approve
more than one meal service at that site unless either: (1) each meal can be delivered
separately within 1 hour of beginning of the meal service, or (2) proper facilities exist
onsite for storing the food.

Arrange for the proper storage of any excess meals.

Make adequate arrangements for food service during inclement weather, if meals
are usually served at an outdoor site.

Limitations on Meal Service: The administering agency will limit sponsors to serving one
meal a day at any site if it finds that the site is in violation of the meal service requ:  ments
and if the site does not take corrective action within a reasonable time.

»
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SITES

Evaluating an Area: It is important that a spousor adequately evaluate the needs and
resources of the area(s) it hopes to serve prior to making final plans for site operations.
In particular, a sponsor should try to determine the type and size of program that would
best meet the needs of its community. As part of the inquiry into the community’s needs,
a sponsor should:

. Ask parks and recreation centers about their summer recreation programs.
» Contact YMCAs, YWCASs, churches, and scout troops about their summer plans.

L Contact minority referral sources and re.evant minority organizations in the
prospective site area.

» Contact other groups in the area that may be planning to participate in the summer
program.

n Contact local parent groups to determine the level of parental support.

After sponsors have made these initial contacts in any area(s) they hope to serve, they will
have an easier time evaluating different sites and deciding on the size of their operations.
Sponsors will have to make three especially important decisions. They must: (1) select the
particular sites where they will serve meals to children; (2) decide how many sites they will
sponsor during the summer; and (3) determine how many children they wiil serve at each
site they sponsor. If sponsors take particular care in making these decisions before their
programs start, they _.ay be able to prevent problems that could arise later.

Selecting Sites: Sponsors must assume administrative and financial responsibility for toial
program operations at all sites under their supervision. They must, therefore, be certain
that a site can offer a quality meal service before they decide to sponsor that site. Private
nonprofit organizations and governmental sponsors must certify that they will directly
operate the program at each site under their sponsorship. Direct operation means that the
sponsor will be responsible for (1) managing site staff, including such areas as hiring,
conditions of employment, and termination, and (2) managing program operations at sites
during the period of program participation.

A Site Selection Worksheet should be completed when sponsors visit each potential site.
The worksheet (see the REFERENCES section of this handbook) outlines scveral major
issues that ought to be considered when evaluating sites and proves useful to sponsors when
they prepare site information sheets. This worksheet focuses on the following areas:

Adequacy of Meal Service Facilities: Sponsors will have to determine whether the meal
service facilities available at a site are adequate for the type of meal service they are
planning. If the sponsor plans to prepare meals onsite, the site must have adequate meal
preparation facilities. Whether a sponsor plans to have the meals prepared by a food
service management company, by a school food service, or at a central kitchen, it should
check the food holding facilities. If applicable, the sponsor should contact the administering
agency to determine whether there are registered food service management companies in
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the area. All sponsors should determine whether meals will be served inside or outside.
If regular meal service is outdoors, sponsors must make sure there is adequate indoor space
for meal service during inclement weather.

Number of Site Supervisors: According to program meal service requirements, sponsors
should assess how much supervision will be necessary to ensure proper program operations.
These supervisory needs will differ from site to site.

Serving Capacity: Sponsors need to determine the maximum number of children who can
be served at any of the sites where they plan to serve meals. This number will serve as an
outside limit on the size of a sponsor’s meal service at the site.

Site Activities: If possible, sponsors should select sites that offer organized activities
during the day. Sponsors should determine whether there are any year-round public service
programs in the community that might serve as sites. These sites will usually have facilities
that can be used for the meal service and a permanent staff.

Preoperational Site Visits: A representative of the sponsor must visit all new sites and
sites that experienced problems in prior years before such sites are approved for the
program. Sponsors should note the date of the visit to each site and the name of the
person who visited each site. When they apply for the SFSP, sponsors will have to certify
that all required site visits have been conducted.

Choosing the Number of Sites: In addition to selecting the sites at which meals will be
served, sponsors have to decide how many sites they will administer. This decision will
depend greatly on inc sponsor’s administrative capability and on the size of the programs
at the sites. Sponsors must be sure that they plan to operate programs that are consistent
with the size of their administrative staff and the extent of their expertise. A small sponsor
with limited administrative experience should carefully place limits on the number of sites
where it will offer meals.

Special Milk Program Participation: Sites cannot participate in both the SFSP and the
Special Milk Program (SMP). Sponsors may elect to operate the SFSP at some of their
sites, while other sites may only participate in the SMP. However, sponsors must enter
into a separate agreement with the administering agency to operate the SMP at those sites
which are not participating in the SFSP.

Summer Schools: If a sponsor wishes to operate the program at a site offering an
accrediter summer school program, the site must either open its food service to children
other than enrollees in the accredited school program or serve meals to children outside
of the summer school’s hours. If the site serves only children who are enrolled in the
accredited summer school program, it must participate in the National School Lunch and/or
Schoo!l Breakfast Programs, rather than the SFSP.

Problem Sites: Sponsors should nor select sites where site supervisors have had a poor
performance record in past summers and where supervisors were unable to institute
corrective action. Depending on the nature of these problems, the administering agency
may not approve such sites for the program.
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Determining the Number of Children to Serve: When determining the number of children
they will serve at their various sites, sponsors should consider three factors:

(a) their administrative capabilities, (b) the capacity of each site for serving children, and
(c) the number of children living in the area of each site who are likely to participate. We
cannot overemphasize the importance of sponsors determining as accurately as possible the
number of children each site will serve. They can plan their programs adequately only
when they know approximately how many children they will serve (and therefore about how
much total reimbursement they will receive). An excellent way for sponsors to make this
approximation is by contacting schools and other children's organizations in the areas of
their sites. Because the number of children is so difficult to determine, sponsors may want
to offer an enrollment-type program, in which the sponsor is certain of the number of
children who will be receiving meals.

Preoperational Health and Sanitation Requirements: When sponsors have chosen their
prospective sites, they must:

L Notify the health department of all prospective site locations and ask the department
to inspect them to ensure that they meet local standards.
= Alert the sanitation department to ensure prompt and regular trash removal.

Sponsor/Site Agreements: Spons .s that plan to administer a multi-site operation with
sites that are not under their direct administrative control should enter into an agreement
with the site supervisor or responsible site official. Such an agreement should list, in
specific terms, the responsibilities of the site supervisor for the food service program, which
will make it easier for the site supervisor to understand his or her duties. The agreement,
however, does not relieve the sponsor’s final administrative and financial responsibility for
operating the SFSP at the site. A sample Sponsor/Site Agreement form is on page 65 of
this handbook. Such agreements do not apply to Federal, State, local, municipal, or county
govern. nent sponsors or private nonprofit organizations which must directly operate the
programn at all sites under their sponsorship.

Approved Level of Meal Service: During the application approval process, the administering
agency will approve sponsors that purchase meals from a food service management company
to serve a maximum number of meals at each meal service for each site. The approved
level represents the maximum number of meals sponsors can serve and cluim for
reimbursement at each meal service at their vended sites. If a sponsor finds that the
approved level is too low, the sponsor may seek an adjustment by requesting the
administering agency to conduct a site review; or the sponsor may document in writing (to
the administering agency) that attendance at a site exceeds the approved level. The
administering agency may reduce the approved level at any time if it determines that a
site’s attendance is greatly below its approved level.

Sponsors must plan for and adjust meal orders with the objective of serving only one meal
to each child at each meal service. A vended sponsor must inform its food service
management company of: (1) the approved level for each meal service at each site where
the food service management company will deliver meals; and (2) any adjustments in.the
approved level for its sites.




Such sponsors must advise the food service management company that the approved level

for each site is the maximwm number of meals that can be served at that site. This does

not mean that such sites will serve that specific number of meals each day. The sponsor-
must clearly inform its food service management company that it will only be ordering the

number of meals actually needed, based on participation trends and with the intent of

serving only one meal 1o each child at each meal service. During reviews, administering

agencies will disallow all served meals that exceed the approved level for each site.

Operating Limitations: Sponsors should remember that there are limits on the size of a
program. (1) All sponsors except private nonprofit organizations may be approved for a
maximum of 200 sites and a total average daily attendance at all sites of 50,000 children.
If such a sponsor needs 1o exceed these levels, the administering agency must determine
that sponsor has the capability and facilities for managing a larger operation before waiving
these limits. (2) Private nonprofit organizations may be approved to operate no more than
5 urban sites, or 20 rural sites, or 20 total sites of which no more than 5 may be urban; and
to serve no more than 2,500 children per day, with a maximum of 300 children at any one
site. While the limitations on the numbes of sites and the total number of children served
each day by private nonprofit organizai.ons may not be waived, the administering agency
can approve a waiver of the 300-child limit. up to a maximum of 500 children, at any meal
service at any one Site.

Sponsor Selection Priorities: Confusion and waste result when two or more sponsors
compete for the same sites or for serving children in the same geographical area. Since
such an overlap in service conflicts with program objectives, the administering agencies
usually approve only one sponsor to serve a target population. When determining which
of the competing sponsors will serve a target population, the administering agency will give
priority (in descending order) to:

1. Public or nonprofit private schools and other applicant sponsors that
successfully operated SFSP in a prior year.

2. Sponsors that propose to prepare meals at their own facilities or sponsors
that will operate only one site.

3. Sponsors that propose to use local school food facilities for preparing meals.

4. Other sponsors that have successfully operated a program.

N
L]

Sponsors that plan to integrate the program with Federal, State, or local
employment or training programs.

6. Private nonprofit organizations.
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STAFFING:

The size and type of a sponsor’s program will dictate many of the sponsor’s staffing needs.
Depending on a sponsor’s program, many positions will require only part-time employment,
particularly in the planning and closeout phases. The need for recordkeeping personnel
varies according to the extent of support services provided to the program and the volume
of records that must be maintained. To meet program monitoring requirements, the USDA
recommends one monitor for every 15 to 20 sites in urban areas. The number of monitors
necessary for rural sites may increase depending upon the geographic area to be covered.
Varying opening and closing dates of individual site operations affect staffing needs. In
every case, however, the sponsor must provide adequate personnel for overall program
management and monitoring.

Staff Duties: For guidance, refer to the list of responsibilities by position that follows.
(Small programs will not need a different person for each of the duties described.)
Sponsors needing more specific staffing guidance should consult their administering agency.

Director
Responsible for:

Providing overall management

Supervising the program

Selecting sites

Submitting applications .

Corresponding with administering agency
Coordinating with other agencies ‘
Conducting outreach efforts

Hiring, training, and supervising staff

Arranging for food preparation or delivery
Ensuring that all monitoring requirements are met
Adjusting meal orders

Submitting reimbursement vouchers

Ensuring Civil Rights compliance

Handling all contracts, bidding, and negotiations with food service
management companies

Assistant Director (large program only)
Responsible for:

Providing initial and ongoing training for sponsor and site personnel
Designing forms for recordkeeping purposes

Maintaining liaison with vendor to adjust meal delivery

Checking reimbursement vouchers

Maintaining time and attendance records of staff

Maintaining records on number of meals served




Area Supervisor (very large program only) - This person is in charge of several
monitors and reports site problems to the director or assistant director.

Responsible for:

Scheduling monitors’ visits

Checking monitors’ reports

Preparing weekly summaries of monitoring efforts

Providing ongoing training for monitors

Visiting sites with monitors

Determining need for and following through on corrective action

Bookkeeper
Responsible for:

» Maintaining records on the following:
- Daily site reports. invoices, and bills
- Food costs
- Labor costs
- Administrative costs
- Other costs
- Program income

n Preparing reimbursement vouchers

» Preparing payroll

= Purchasing office supplies

Monitor (At a2 minimum, one monitor is needed for every 15 to 20 sites.) - The
monitor visits sites on a regular basis and observes meal service operations. (See
the MONITORING section on page 32 of this handbook for more details.)

Responsible for:

. Checking onsite operations to ensure that site personne! maintain records
and that the program operates in accordance with the requirements
Visiting all sites within the first week of food service operations

Reviewing food service operations of all sites within the first 4 weeks of
operation

Preparing reports of visits and reviews

Revisiting sites as necessary

Suggesting corrective actions for problems encountered

Ensuring that the site takes corrective actions

Conducting onsite training as necessary
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Site Supervisor - The site supervisor is in charge of the program at the site level.
Responsible for:

Serving meals

Cleaning up after meals

Ensuring safe and sanitary conditions at the site
Receiving and accounting for delivered meals
Ensuring that children eat all meals onsite
Ensuring that only eligible children receive meals
Planning and organizing daily site activities
Making meal arrangements during bad weather

Sponsor Management Plan: When applying for the program, sponsors must submit a
management plan that includes detailed information on the program’s staffing pattern.
Along with other information, sponsors will indicate the number of people who will be
working in each position, the number of hours per day each will work, and the tota.
estimate for employee salaries, including howrly wages and fringe benefits.

Communications: To ensure efficient administration, internal and external channels of
communication must be established. Internally, discussing job descriptions and explaining
the organizational structure enables staff members to understand their own responsibilities
as well as those of their coworkers.

A communications network must also include the administering agency, the food service
management company, the supervisors of the in-office staff members, monitors, and site
persornel. At a minimum, the sponsor and site personnel must maintain daily telephone
contact to allow them to promptly report changes in the number of meals orderzd, any
problems with meals, and requests for menu changes.

APPLICATIONS

Scope: Potential sponsors must submit an application to the administering agency before
the agency's deadline date. Applicants should be certain that they have filled out the
application completely and that they have forwarded all of the necessary supporting
documentation to the administering agency. Incomplete applications will cause a delay in
approval for the sponsor.

Application Requireinents: A list of application requirements cannot be all-inclusive,
since variations occur with each administering agency and with the nature of different food
services. Hcowever, the following list indicates the basic application requirements that
sponsors must satisfy. In their applications, sponsors must:

. Submit documentation that they have tax-exempt status under the Internal Revenue
Code of 1986 if they are private nonprofit entities. The evidence of tax-exempt
status under any State laws does not meet this requirement.

= Demonstrate adequate administrative and financial responsibility to manage an
effective food service.




Provide information for each proposed site.  This information includes
documentation of eligibility and meal service capabilities for each site, or, if the
sponsor qualifies as a camp, documentation of the number of children enrolled in
its program who are eligible for free or reduced-price school meals. (The type of
documentation that is necessary for a site to be approved is discussed in the
Determination of Need section on page 4 of this handbook.) This documentation
must be provided for each new site and for each session at each camp. Sponsors
that serve the same noncamp or nonenrollment sites in consecutive years may use
documentation from the previous year to support the eligibility for their sites.
Sponsors must aiso certify that they visited all sites before program operations
began.

Sign a program agreement with the administering agency.

Distribute to local newspaper(s) or other media a news release on nondiscrimination
policy, availability of the program, and income eligibility guidelines.

Submit a complete management plan that includes staffing needs and an
administrative budget. Sponsors should complete their budgets after estimating the
amount of program payments they will receive during the summer. (See the
Program Payments section for more information on how to make this estimate.)

Apply for advancc payments, if the sponsor wants to receive them. These payments
are also explained in the Program Payments section on page 35 of this handbook.

Centify that a training program will be conducted for sponsor and site personnel.
In their applications sponsors will inform the administering agency of when they
will be training their personnel and the topics that will be discussed during training.
The Training section on page 26 contains an in-depth explanation of this training
requirement.

Provide a synopsis of the invitation for bid (if sponsors plan to obtain meals through
a food service management company) or the proposed agreement (if they plan 10
obtain meals through a school food service authority). Sponsors should also submit
plans for advertisement, if they are hoping to contract with a food service
management company. (These requirements are discussed in greater depth in the
Food Service Management Companies section of this handbook.)

Apply for startup payments if they are available and if the sponsor wants to receive
them. Startup payments are described in the Program Payments section of this
handbook.

Certify that they will directly operate the food service at each of their sites if a
Federal, State, local, or county governmental unit or a private nonprofit organization
is the sponsor.

Your administering agency will provide you with information on audits.
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Within 2 weeks after receiving approval for participation, but before program operations
begin, sponsors must give the administering agency a copy of their letter notifying the
health department of their intention to provide a food service at planned sites.

During the approval procedure, the administering agency will communicate with the sponsor
representative in writing and by phone. The administering agency must approve or deny
any complete and correct application within 30 days after receiving the application.
Sponsors may not apply for the program after the administering agency’s deadline date.

At the time it approves sponsors for the program, the administering agency will complete
and sign a program agreement with each sponsor. The agreement should be read carefully
before being signed, since it is a legally binding document that specifies the rights and
responsibilities of both the sponsor and administering agency. When they receive the
complete agreement back from the administering agency, sponsors should be certain to
check the following items:

The approved administrative budget: This budget will include the levels of potential
administrative costs approved by the administering agency and will be based on the
budget submitted by the sponsor. (The approved budget does not imply in any way
that sponsors will be reimbursed for the full amount of each budgeted item, but
rather specifies the areas of administrative costs that will be allowable and gives
reasonable levels for those costs.) If a sponsor finds that the levels approved in the
administrative budget are inadequate, it may amend the budget with the approval
of the administering agency.

The approved list of sites: The agreement will include a list of approved sponsor
sites. Only meals served at these sites will be eligible for program reimbursement.

The approved meal service(s) at each site: The agreement will specify the type(s) of
meals approved for each site. Sponsors will not receive any reimbursement for the
service of any meal type that is not approved by the administering agency.

The approved level(s) of meal service for each site serving vended meals: The
agreement will include an approved level of meal service for each type authorized
for each vended site. (This approved level is discussed in the Sites section of this
handbook.) Those meals served that exceed the approved level at any meal service
will not be eligible for reimbursement. If a sponsor determines that an approved
level is too low, the sponsor may seek an adjustment by requesting a site review or
by documenting to the administering agency that its attendance at a site exceeds the
approved level.

Most importantly, sponsors will be able to receive reimbursement only for meals that are
served after they have been approved for program operations. Sponsors must be certain
that they have received approval before they begin their meal service. Sponsors will not
receive reimbursement for meals served before they receive approval to operate the
program.
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Review of Denial: Any sponsor that is denied participation in the program may obtain a
review by an official other than the one directly responsible for the original determination.
This procedure is fully outlined in the program regulations. At the time of the denial, the
administering agency must tell the sponsor whom to contact for a review.

Additional Actions Subject to Appeal: A sponsor may also request a review of the
following administering agency actions:

L Denial of sponsor’s request for an advance payment

» Denial of a sponsor’s claim for reimbursement (Except on decisions made by FNS
with respect to late claims or upward adjustments.)

B Termination of a sponsor’s (or a site’s) participation in the program

L Denial of a sponsor’s site application

B Claim against a sponsor for remittance of a payment

= Refusal by State agency 1o forward to FNS an exception request by the sponsor for

payment of a late claim or a request for an upward adjustment to a claim

Procurement: All procurements of food, supplies, goods, and other services with program
funds by sponsors must comply with procurement standards prescribed in subpart S of
USDA'’s Uniform Federal Assistance Regulations (7 CFR Part 3015). The administering
agency will make a copy of subpart S available to sponsors upon request, and can provide
more detailed information about these minimum purchasing requirements. In addition to
complying with the minimum Federal standards, sponsor purchases may have to meet other
State-level, local, and/or administrating agency standards, as well as special procurement
requirements which may be established by the State agency, with approval of FNS. 1
prevent fraud, waste, and program abuse.

Minority Business Enterprise: All sponsors are encouraged to procure their food, supplies,
goods, and services from minority business enterprises. Sponsors may wish to divide their
total procurement needs into smallex quantities to facilitate participation by minority
business enterprises. They may also want to establisb delivery schedules that will help
minority business enterprises meet deadlines. Sponsors can use the services and assistance
of the Small Business Administration and the Office of Minority Business Enterprise of the
Department of Commerce.



PLANNING CHECKLIST

The following checklist summarizes planning activities described throughout the
PLANNING A PROGRAM section of this handbook.

Date Completed

1. Meet with community leaders, if possible, for assistance in determining
suitable site locations.

2. Survey community for areas of need; begin choosing possible sites and
compiling written documentation of need for each.

3. Contact local schools concerning the possibility of vending meals for
the program, if meals will not be prepared by the sponsor.

4. Contact recreation departments, schools, and local service organizations
10 coordinate recreation activities with food service at sites.

5. Contact reliable former site supervisors to determine if they bave a
continued interest in the program.

6. Attend training workshops offered by administering agency personnel.
) 7. Hire secretarial staff to assist the program director.

8 Develop specifications for the invitation to bid (if applicable).

9. Publicly advertise the bid, at least 14 days before bid openings (if
applicable).

10. Estimate program reimbursement and develop budget and staffing plans
plans for the program.

11. Solicit volunteer help at sites whenever possible.

12.____ Hire an assistant program director, if necessary.

13. Design forms or use the sample forms in this handbook for all aspects
of program operations.

14. ___Set up a filing system for those documents that must be maintained for
at least 3 years.

15. For camps, obtain data for each child to document eligibility for free

and reduced-price school meals. This also applies to sites where eligibility
is based on the enrollment group served.




16. Notify the health department of your intention to operate a food service
program, giving a list of sites you plan to serve.

17. Submit to the administering agency a copy of the notification letter to
the health department as part of the application for participation.

18. Conduct a preoperational visit to all sites.

19. Submit a complete application with accompanying documents to the
administering agency. Include all attachments as requested by the
administering agency.

20. Use proper procedures to select a registered vendor (if applicable).

21. Meet the vendor and develop delivery schedules (if applicable).

22.____ Hire monitors and siie supervisors.

23. ___Hold training workshops for monitors and supervisors.

24. Obrain signatures from site personnel who will be responsible for

supervising the site and signing daily records.

25. Announce the availability of the program and the nondiscrimination
policy through local media.

26. Finalize monitoring schedules and any emergency procedures.

27. Arrange to have a nondiscrimination poster, either developed by USDA
or approved by INS, for each site.

ADMINISTERING A PROGRAM

TRAINING

Training is one of the sponsor’s major administrative responsibilities. A smoothly operating
program will require that training be provided by sponsors throughout the summer. A
comprehensive training effort, including weekly or biweekly meetings on program
requirements, will help to make certain that sponsor and site personnel are performing
according to program regulations, that all meals will be eligible for reimbursement. and that
accurate and adequate records are available to document the costs and meals claimed.
Mecetings with site and sponsor personnel will also allow an opportunity to ask questions
about and discuss site operations and give sponsors a chance to provide specific training on
any problem area for personnel.



Sponsor Requirements: Sponsors must conduct training for both their administrative and
site¢ personnel. Because these two groups of personnel have different program
responsibilities, most sponsors will want to offer two different sessions so that they can
stress each group’s specific functions. All personnel should receive a letter or flyer
announcing the date, time, location, and importance of attending the training session that
has been planned for their particular function. Sponsors should also remind personnel
shortly before the date of the session.

Announcing the Session and Documenting Attendance: For each training session that
sponsors offer to their administrative and site personnel, sponsors must record the date
and attendance. Sponsors record the attendance by having all attendees sign an attendance
form for the training session. This list of signatures must then be kept with the sponsor’s
other program records.

Training for Sponsor Personnel: The training session that sponsors offer to their
administrative staff will explain the responsibilities and duties of all sponsor personnel who
are helping to administer the summer program at the sponsor level. These personnel
include the office staff (assistants, bookkeepers, secretaries, and clerks), area supervisors,
and most importantly, monitors.

Outline for Training Sponsor Personnel: The specific training needs of sponsor
administrative personnel will vary, so sponsors may need to cover specific areas of the
training in greater depth with different employees. However, all sponsor training for
administrative personnel should cover the following topics and use the training materials
listed in the following sample outline:

Topics Training Material
1. Begin with general Sponsor’s Handbook
explanation of the (FNS-206)

program, emphasizing
the following topics:

2 Purpose of the program

b. Site eligibility

c. Recordkeeping requirements
d. Organized site activity

e. Meal requirements

f. Nondiscrimination compliance
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2. Describe how the program Menu Schedule

will operate within the Sample delivery receipts
framework outlined in this : Sample daily reporting
handbook. for sites.

a. How meals will be provided
b. The delivery schedule

(if applicable)
¢. What records are kept

and what forms are

used.
3. Outline the specific duties Monitor review form
of monitors. Monitor visit report

Mileage log
a. Sites for which they
will be responsible
b. Monitoring schedule
¢. Reporting procecure
d. Follow-up procedure
e. Office procedures

Need for Site Training: Regulations state that no food service site may operate uniil
personnel at the site have attended at least one of the sponsor’s training sessions. Sponsors
should document the attendance at site training sessions, as discussed previously, and
schedule additional sessions for those personnel who are absent. Regulations also require
that at least one person who has been trained by the sponsor be present at each of the
sponsor’s sites during the time of the meal service. This means that if a site supervisor who
has attended the sponsor’s training session resigns during the summer, the sponsor is
respdnsible for ensuring that the new site supervisor receives all necessary training.

Records of Signatures: The training session for site personnel is also a good time for
sponsors to assemble a list of the signatures of the site supervisors and assistants who are
responsible for signing daily records. Sponsors should then keep this list at their office to
use when reviewing the records returned by the sites.

Monitors and Site Training: In addition to site personnel, sponsors should be sure that
monitors attend the site training session. Monitors will be acting as Jiaison between the
sponsor-office level and the site-operations level. The site training session will provide an
excellent opportunity for monitors and site supervisors 10 meet each other and understand
their responsibilities in relation to each other. Sponsors should also send a notice of the
site training to local health inspcctors so that they have an opportunity to attend the
training and become more familiar with the food service operations. If any site receives
meals through a food service management company or school food service authority, then
the sponsor should invite the company or school representatives to attend the training and
participate in the discussion of menus and delivery schedules.
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Outline for Site Personnel Training: At a minimum, sponsors should be certain that they
cover the following topics in the training session for site personnel:

Topics
1. General explanation of
the program

a. Purpose of the program

b. Site eligibility
c. Necessity for accurate records
d.Importance of organized activities at sites

2. Site operations

a. For sites served by food
service management companies
or school food service author-
ities:

1) Meal pattern
requirements and types
of meal service offered

2) Delivery schedules
(exact times)

3) Adjustments in the
delivery amount

4) Facilities available
for storing meals

5) Who to contact about
problems

6) Approved level of
meal service

b. For sites where sponsor
prepares the meals:

1) Meal pattern requirement

2) Inventory

3) Meal adjustments

4) Meal preparation
adjustments

Training Material

Sponsor’s Handbook
(FNS-206)
(for instructor’s use)

Menus

Sponsor's name and
telephone number

Inventory forms
Production records



3. Recordkeeping

a. Daily recordkeeping
requirements
b. Delivery receipts Sample forms
c. Special problems
1) Seconds
2) Leftovers
3) Spoiled food

d. Daily labor--actual time
spent on food service and
time and attendance records
e. Collection of daily record forms

4. Monitors " Monitoring form
a. Duties and authority
b. Areas of assignment
and introduction tc
site supervisors

5. Civil Rights Site Supervisor's
Handbook (PA-1179)

6. Miscellaneous Sponsor’s Policy
a. Problems caused by
inclement weather

b. Problems with
unauthorized adults
eating program meals
Problems with discipline
. Review of equipment,

facilities, and materials
available for organized
recreational activities
e. Review of trash removal
system
f. Corrective action
2. Nutrition education

LY
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Additional Monitor Training: As mentioned, monitors should be present at both the site
and administrative training meetings to ensure a good grasp of program operations at both
levels. Since the role of sponsor’s monitors is so important for proper program operations
and full reimbursement, sponsors should conduct a separate training session for monitors
that highlights their specific functions. This should include:
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Topics Training Matenials
1. Outline the specific
duties of monitors
Mileage log
a. Sites for which Monitor review form
they will be responsible
b. Monitoring schedules Monitor Visit Record
¢. Reporting procedures
d. Followup procedures
e. Office procedures
f. Local sanitation
and health laws
g. Considerations for personal
safety, if necessary
h. Civil rights Monitor's Handbook(FNS-179)
i. Reporting of beneficiary :
data Beneficiary data form

Sponsors must keep records that document: (1) the date(s) of training of site and
administrative personnel, (2) the attendance at each training session, and (3) the topics
covered at each training session. Sponsors that have requested advance payments for
operating costs must send certification to the administering agency that they have completed
training for site and administrative personnel. Without this certification, the administering
agency will not release the second advance payment for operating costs to the sponsor.

CIVIL RIGHTS COMPLIANCE

Persons responsible for reviewing nondiscrimination compliance must receive training to
help them perform their reviews. This training should be carried out as part of ongoing
technical assistance.

All participating sponsors must inform potential beneficiaries, particularly minorities, of
the availability of the SFSP. In addition, all sponsors and their sites are required to:

(1)  Display in a prominent place the nondiscrimination poster developed by
USDA or approved by FNS;

(2)  Be able to provide information in the appropriate translation concerning the
availubility and nutritional benefits of the program, as necessary;

(3)  Make program information available to the public upon request;

(4) Include the nondiscrimination statement, and instructions for filing a
complaint, in any program information directed to parents of beneficiaries
and potential beneficiaries;

31 3%
EKC

Aruitoxt provided by Eic:



(5)  Make sure that meals are served to all attending children, regardless of their
race color, national origin, sex, age, or handicap; and

(6)  Make sure that all children have equal access to services and facilities at the
site regardless of race, color, national origin, sex, age or handicap.

Each year, every sponsor must determine the number of potential eligible beneficiaries by
racial/ethnic category for the area served. Data concerning the number of potential eligible
beneficiaries, along with identification of all sources of the information, must be updated
annually and maintained on file for 3 years. This information may be obtained from census
data or public school enrollment data.

Each year, the sponsor must collect beneficiary data by racial /ethnic category for each site
under the sponsor’s jurisdiction. Sponsors of residential camps must collect and maintain
this information separately for each session of the camp. For all other sites, the sponsor
must count the participating children at least once during the site’s operation. The sponsor
may use visual identification to determine a heneficiary’s racial/ethnic category, or the
parents of a beneficiary may be asked to identify the racial/ethnic group of their child.

For collection purposes, a beneficiary may be included in the group to which he or she
appears to belong, identifies with, or is regarded as a member of by the community.
Parents of beneficiaries may be asked to identify the racial/ethnic group of their child only
after it has been explained to them, and they understand, that this information is collected
strictly for statistical reporting requirements and has no effect on the determination of their
eligibility to receive benefits under the program. ‘

The sponsor must retain data, as well as documentation for the data, for the required 3
years. The sponsor must use safeguards to prevent the daa from being used for
discriminatory purposes. Such safeguards include allowing access to program records
containing this data only to authorized personnel. There is a sample beneficiary data form
in the back of this handbook; however, you may provide a different form for collecting this
information.

MONITORING

An efficient and capable monitoring staff is essential for any sponsor’s program to be
successful. A monitor serves as a direct link between the sponsor headquarters and the
actual food service sites. Establishing a workable monitoring system will help to prevent
problems from occurring and will make it much easier to correct any problems that do
arise during the summer. The size of the monitoring staff will, of course, depend on the
size of the sponsor's program. This is discussed in the Staffing section of this handbook.

Training: Training is certainly vital if a monitor is to be effective. The sponsor must
provide monitors with thorough training, because only those monitors knowledgeable in
program requirements and duties will be able to provide the kinds of feedback that a
sponsor must have. The sponsor must ensure that the authority and responsibilities of its
monitors are clear to the monitoring staff, site supervisors, and office personnel. Monitors
must ensure that the site serves only nutritious meals and operates the program according
to program guidelines.



Monitors must understand program requirements, and civil rights requirements, train site
personnel when necessary, and spend enough time at each site to be sure of proper program
operations. The monitor should also have all necessary forms.

Visits and Reviews: When monitors observe the summer program operations at sites, they
will usually make either a "visit” or a "review.” A site "visit” requires a monitor to ensure
that the food service is operating smoothly and that any apparent problems are immediately
resolved. A site "review” requires the monitor to determine if the site is meeting all the
various program requirements. To accomplish this, a monitor will have to observe
delivering or preparing meals, serving meals, eating meals, and cleaning up after meais.

Monitoring Requirements: Sponsors must ensure that they meet minimum monitoring
requirements. Regulations require that sponsor representatives visit all sites at least once
during the first week of operation and that prompt action be taken to correct any problems
found at sites. Sponsor representatives must also review all sites at least once during the
first 4 weeks of the program operations. Finally, regulations require that monitoring
continue throughout the summer at a level sufficient to ensure that sites comply with
program regulations.

-

Records of Visits: Sponsors must be able to document that they have met these monitoring
requirements. For each site visit during the first week of program operations and for site
visits throughout the summer, sponsors should receive from monitors a record for visits to
all their sites. The records must contain at least:

» The name and address of the site visited

N The date of the site visit

n The times of the monitor’s arrival and departure

= A listing of any problems that were noted during the visit, and any corrective actions

that were initiated to eliminate the problems
u The site supervisor’s signature
= The monitor’s Signature

Records of Reviews: For each site review during the first 4 weeks of program operations,
and for site reviews throughout the summer, sponsors should receive from monitors a
review form to be used when reviewing each site. This form is developed by the
administering agency and contains the same information listed above for a record of a site
visit, but includes additional information. The additional information concerns meal
preparation and delivery schedules, the quality of site records and recordkeeping, the
regular adjustment of meal orders, and whether changes are made in menus, Sample
monitor review forms for self-preparation sites and vended sites are included in the
REFERENCES section on pages 4.

¥
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Processing Monitor Reports: These records of visits and reviews will help sponsors assess
the operation of their sites. The records are only useful, however, when they are carefully
reviewed by sponsor personnel and when followup monitoring is scheduled to ensure that
the suggested corrective actions have been taken to improve site operations.

Each sponsor must, therefore, design a system for handling the monitor reports. Sponsors
should have a system that will ensure that monitors return reports frequently--if possible,
every day, Their reports should be immediately reviewed by a specific member of the
sponsor’s staff who is responsible for following up on any problems. This staff member
should consider any problems found by the reviewer; call the site supervisor, if necessary;
schedule a followup review, if necessary; make any comments or notes on the site’s
problems; and sign and date the report. The sponsor review official will have to base the
timing of a followup review on the severity of the problem.

" Sponsors must be sure that they schedule monitor visits and reviews so that they can meet
the program requirements. This is particularly true for the sponsors with a large number
of sites. A good monitoring schedule and an efficient system for the review and followup
on the monitor's reports are necessary for effective program operations.

Quality of Monitor Reports: When sponsors or their staff review monitor reports, they
should also pay attention to the quality of the reports. There are several problems that
may be apparent in the report that will indicate either the monitor’s lack of program
knowledge or the monitor’s lack of understanding of his or her responsibilities. A monitor
is very likely to need additional training if:

» The monitor does not include comments in the remarks section of the reports.

n The number of meals that are delivered or served and the number of children who
are in attendance are always the same.

n The monitor recommends a corrective action and fails to note the action taken to
correct the problem(s).

L The monitor fails to recommend adjustments in meal orders when the number of
meals exceeds attendance.

Preoperational Visits: The monitors should begin work several days before sites open.
If the sponsors wish, monitors may complete the required preoperational visits. These
preoperational visits must not be confused with required site visits during the first week
of program operations.

PROGRAM PAYMENTS

This section discusses the methods and procedures for program payments. These pavments
are the reimbursement that sponsors receive based on the nuinbesr of meals they serve that
meet SFSP requirements for reimbursement. Sponsors may receive reimbursement for the
eligible administrative and operating costs they incur.



Advance Payments: When they apply for the program, sponsors may request advance
payments for their total program costs, for their operating costs, or for their administrative
costs. These payments are advances on the reimbursement that sponsors will receive for
a month of operations. The advances should help sponsors maintain a positive cash flow
because they will have funds available to meet program costs as they arise throughout the
month. A sponsor’s final reimbursement will, of course, depend on the number of meals
served and the costs of providing them.

Advance Payments for Operating Costs: Sponsors must request each advance payment
for operating costs from the administering agency at least 30 days before the payment
dates of June 1, July 15, and August 15. If sponsors have participated in last year's
program, the advance payments for operating costs will usually be based on the
reimbursement they earned during the same month of the previous year. The administering
agency may also estimate advance payments as a percentage of anticipated costs. The
administering agency must receive certification that a sponsor has held training sessions on
program requirements for site and sponsor personnel before it will release the second
month’s operating advance to the sponsor. A sponsor may not receive an advance for
operating costs in any month when it will not be operating for at least 10 days.

Advance Payments for Administrative Costs: Sponsors must request each advance payment
for administrative costs from the administering agency at least 30 days before the payment
dates of June ! and July 15. Before the second month’s administrative advance, sponsors
must certify that they currently operate the number of sites provided for in the
administrative budget, and that no significant change has occurred in their administrative
costs since approval of the administrative budget. If sponsors operate the program less than
10 days in June but at least 10 days in August, they will be issued the second month’s
paymerit for advance administrative costs on August 15. Sponsors planning to operate the
program for less than 10 days cannot receive advance payments for administrative costs.

If the administering agency's monitoring or audits reveal that a sponsor may not be able
to submit an adequate claim, then the administering agency will not send the advance
payment for the following month until the sponsor submits a valid claim.

Startup Payments: The administering agency may, at its option, provide the sponsor with
a limited amount of startup payments. These startup payments, which are deducted from
later administrative reimbursements, are for administrative costs incurred in planning a food
service and in establishing effective management procedures for that service. Sponsors may
request the startup payments if they are available, when they apply for the program.

Program Reimbursement: Sponsors may elect to claim all or part of their administrative
costs and their full operating costs for reimbursement. Any sponsor that receives startup
or advance payments for administrative costs must claim administrative costs for
reimbursement. Sponsors must maintain complete records to document all costs and meals
they claim %or reimbursement. The necessary records are discussed starting on page 39 in
the Recordkeeping section of this handbook.

Operating Cost Reimbursement: The amount of reimbursement to sponsors for operating
costs will, in general, be the lesser of either (1) actual operating costs, or (2) the number
of meals by type actually served to eligible children multiplied by the appropriate rates of
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reimbursement for those meals. The administering agency will be able to tell sponsors the
current rates of reimbursement.

Administrative Cost Reimbursement: Payment to sponsors for administrative costs, will in
general, be the lesser of (1) actual expenses incurred for administrative costs, or (2) the
number of meals by type actually served to eligible children multiplied by the rates for
those meals, or (3) the administrative budget that was approved by the administering agency
and inciuded in the program agreement, along with any approved amendments to it. The
current administrative rates are available from the administering agency.

The summer program has two different levels of administrative reimbursement rates. The
higher reimbursement rates are for sponsors of sites that prepare their own meals and
sponsors of sites located in rural areas.

Rural Areas: A rural area is any county that is not part of a Standard Metropolitan
Statistical Area as defined by the Office of Management and Budget. At the approval of
the USDA regional office, an area may be defined as rural if it is a part of a Standard
Metropolitan Statistical Area, but is isolated from the urban center. This alternate
definition of rural area will only be used in situations where a State recognizes unique
problems for the given area. The administering agency will be able to provide information
on whether sites are considered rural for program purposes.

Cl..im for Reimbursement: Sponsors receive their program payments based on claims for
reimbursement that they submit to the administering agency. Sponsors assume complete
responsibility for all of the information they submit on their claims. There are four major
tvpes of data that sponsors must report on their claims:

Meal Counts: Based on records that are regularly submitted by the sites, sponsors
must report the number and type of meals served to all children, the number and
type of meals served to eligible children (for sponsors of camps), the number and
type of meals served to program adults, and the number and type of meals served
to nonprogram adults.

Operating Costs: Based on their operating cost records. sponsors must report the
cost of food used, the cost of labor, and the other costs directly incurred in preparing
and serving meals.

Administrative Costs: Based on their administrative cost records, sponsors must
report the costs related to administering the program (if those costs are being
claimed).

Program Income: Based on their records of program income, sponsors must report
the wmnount of money that has accrued to their food service program.

After the reimbursement claim form is completed, the sponsor must then sign the form
and send it to the administering agency as soon as possible within the next month following
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the month covered by the claim. No claims will be paid if they are not submitted within 60
days of wie last day of the month covered by the claim. Your state administering agency may
impose a different deadline for submission of your claim within the 60-day requirement.

Camp Reimbursement: The specific reimbursement requirements for sponsors of camps
are discussed in the Camps section of this handbook.

Unallowable Meals: Sponsors may only claim for reimbursement those meals that meet
SFSP requirements. Reimbursement may not be claimed for:

u Meals served to adults

n Meals that do not meet meal requirements

u Meals not served as a complete unit

= Meal patterns or types not approved by administering agencies

- Meals served at sites not approved by administering agencies

= Meals consumed offsite

= Meals served outside of approved timeframes or approved dates of operation

= Meals served to ineligible children in camps (those not meeting the family size and

income guidelines for free or reduced-price school meals)
. Meals in excess of the site’s approved level of meal service
. Unserved meals

Program Costs: Sponsors may only claim for reimbursement those costs that are directly
related to program operation and administration. These allowable costs are discussed in
the Recordkeeping section of this handbook.

Unallowable Costs: Sponsors may nor include the following costs under any cost category
on their claim for reimbursement:

» Costs of purchasing land, acquiring or constructing buildings, or making alterations
to existing buildings

» Costs of purchasing nonexpendable equipment, whether food service, office,
automotive, or any other kind of equipment. (This category includes costs of
equipment repairs that materially increase the value or useful life of the equipment.)

. Use allowance for buildings and use allowance for equipment that is not specifically
permitted in the sponsor’s written agreement with the State agency. Use allowances
cannot apply to any equipment purchased with Federal assistance. Use allowance
do not apply to idle equipment.
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. Fees (when such fees are credited to the final purchase price of equipment or space)
that result from written or verbal contractual arrangements for rental-purchase or
lease of equipment or space with an option to purchase. These include rental fees
sponsors claim for equipment they (or one of their subsidiaries) own and other
rentals that are not specified in the budget or written agreement.

» Value of donated food, cash. labor, space, and land used. (A use allowance can be
authorized on donated equipment that is not expendable.)

= Administrative cost items not included in the approved sponsor budget or in
amendments subsequently submiited and approved.

L Interest or other financial costs.

= Costs or proration of costs that result from the sponsor’s maintenance of a legal
staff.

= Legal expenses for prosecution of claims or other legal actions against the Federal

government or administering agency.
. Fines and penalties or bad debts.

Estimating Reimbursement: Claims for reimbursement must only reflect meals actually
served to eligible children during the claiming period and the costs that are associated
with those meals. The following steps illustrate how the sponsor can estimate the amount
of reimbursement to be received. In making these calculations, remember that you may
only claim reimbursement for a number of second meals which does not exceed 2 percent
of the number of first meals served to children for each meal type:

1. Potential reimbursement for operating costs: Multiply the number of meals.
by type, served to eligible children by the applicable reimbursement rates.
(The administering agency can supply you with the current rates.) Add these
figures for each meal type and compare this sum to the actua expenditures
for operating costs incurred for serving meals to eligible children. The lesser
amount is the sponsor’s potential operating cost reimbursement.

19

Potential reimbursement for administrative cosis: Multiply the number of meals.
by type, served to eligible children by the applicable administrative
reimbursement rates. (The administering agency can supply you with the
rates.) Add these figures for each meal type and compare this sum 10 the
actual expenditures for administrative costs incurred for serving meals to
eligible children and the administrative budget and the approved amendments.
The least of these amounts is the potential reimbursement 1o the sponsor
for the administrative costs.

In order to determine the final total reimbursement, a sponsor must subtract the amount
of income accruing to the program from the sponsor’s total actual program costs. A
sponsor then compares this net program cost to the sum of the potential reimbursements
for operating and administrative costs discussed in (1) and (2) above. The lesser of these

)
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two amounts is a sponsor’s final potential reimbursement. This amount will be reduced by
any startup or advance payments the sponsor received. The REFERENCES section includes
a worksheet that will help sponsors estimate the amount of reimbursement they can
anticipate.

RECORDKEEPING

Neud for Records: Sponsors must keep full and accurate records so they can substantiate
the allowable administrative and operating costs and the number of program meals that
they have submitted on each claim for reimbursement. Sponsors must maintain all of these
records for 3 years after the end of the fiscal year in which the program operated. Tnese
records must be accessible to Federal and administering agency personnel for audit and
review purposes.

To justify claims for reimbursement, sponsors must maintain the following records:

I. Records of meal counts taken daily at each site )

11. Records of claimed operating costs, including food, and other costs
M1I. Records of claimed administrative costs, including labor and supplies
IV. Records of program income

1. Records of Meal Counts

Site Records: All sponsors will use daily site records in order to document the
number of program meals they have served to children. The sponsor must provide
all necessary record sheets to the sites. Site personnel are then responsible for
keeping the records each day. The site personnel must complete the records based
on actual counts taken at each site for each meal service on each day of operation.
Site personnel must be sure that they record all required counts. These counts
should include:

. The number of meals delivered or prepared, by type (breakfast, snack, lunch,
supper). Vended programs must support this information with a signed
delivery receipt. A designee of the sponsor must verify the
adequacy and number of meals delivered by checking the meals when they
are delivered to the site.

= The number of children in attendance.
L The number of complete meals served as firsts to children, by type.
» The number of second meals served to children. Sponsors must plan, prepare,

or order meals on the basis of participation trends. Sponsors must plan to
provide only one meal per child at each meal service. In recognition of the
changes in participation levels, a second meal that is served as a unit to the
same child can be claimed for reimbursement, as long as the total number of
second meals claimed does not exceed 2 percent of the number of first meals
served during the claiming period. Administering agencies can provide further
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guidance on seconds and on those situations where excessive seconds will not
be reimbursed.

= The total number of meals served as firsts and seconds to children.

» Meal count records should distinguish between reimbursable and
nonreimbursable meals.

n The number of meals served to program adults, if any.
= The number of meals served to nonprogram adults, if any.

Collecting Records: Sponsors should collect these site records at least every week.
Sponsors may have their monitors pick up site reports on designated days, or
sponsors may ask site supervisors to mail the records to the sponsor’s office. When
deciding how they will collect site records, sponsors must try 10 minimize the chances
of losing the records. When they collect the site records, sponsors must be certain
to check for the site supervisor’s signature. Any sponsor serving vended meals must
be sure that the figure entered as the number of meals delivered on the site record
is the same as that entered on the vendor's report. If there is any discrepancy
between the numbers, the sponsor should immediately contact the vendor and site
supervisor and resolve the problem. The sponsor should make a permanent note of
the discrepancy as well as the action that was taken to resolve it.

I1. Records of Operating Costs

Allowable Operating Costs: Operating costs are allowable costs incurred by the
sponsor for preparing and serving meals to eligible children and program adults.
These costs include, but are not limited to, cost of food used, labor, nonfood
supplies, and space for the food service. Rural sites may include costs that are
directly incurred in transporting children from rural homes to rural food service sites.
Sponsors will be reimbursed for operating costs the lesser of (1) allowable meals
times the reimbursement rates or (2) allowable operating costs. In no case may
the cost of meals in excess of a site's approved level of meal service be considered
allowable or be reported as an operating cost.

Records for Costs of Food: The data that are necessary for computing the cost of
food used are more extensive when sites prepare their own meals. Records to
support the cost of food used should include, at 2 minimum:

. Receiving reports

L Purchasing invoices

L Records of any returns, discounts. or other credits not reflected on purchase
invoices
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= Inventory records that show the kinds of food items on hand at the beginning
and end of the inventory period, the quantity of each item, documented major
inventory adjustments, and the total value of the inventory.

= Cancelled checks or other forms of receipt for payment.

Cost of food used means, in its simpiest f~-m, beginning inventory plus purchases
plus other costs of food minus credits to costs of food minus inventory adjustments
minus ending inventory. Sponsors must record the dollar value of food (ending
inventory) that is um.sed at the close of program operations. Sponsors must subtract
this ending inventosy from all food costs incurred as a result of program operations.

Food costs cover the cost of purchases and the costs of processing, transporting,
storing, and handling food that is donated (including USDA commodities) or
purchased by the sponsor. Sponsors must make adjustments when major reductions
of food in stock are the result of fire, theft, spoilage, contamination, or any event
other than normal usage.

Inventory Form: The REFERENCES section provides a sample inventory form for
sponsors that prepare meals onsite. Site personnel should use a form similar to
this to list all food items on hand. Site personnel should use invoices to determine
the unit cost per item. After taking a physical count of each item on hand, site
personnel should multiply this number by the unit cost to get the total inventory
value for each item. Adding the total inventory values for all items will then provide
the sponsor with the value of the beginning or ending inventory.

Food Costs in Vended Programs: The cost of icod used means the cost of the
preparation and/or delivery of mea's charged to the sponsor by the food service
management company or the school facility. This may not irclude charges for meals
delivered to nonapproved sites, meals not delivered within the established delivery
time, meals that are spoiled or unwholesome, or meals that do not meet the
requirements or terms of the contract. The sponsor should not pay the food service
management company for these meals. The sponsor must maintain records that
include the signed delivery slips to support its claim for reimbursement. Designees
of the sponsor at each site should check the adequacy of the delivery and meals
before signing the delivery slip.

Labor Costs: Labor costs include compensation by sponsor= for labor that is required
to prepare and serve meals and to supervise children during the meal service. These
costs may include wages, salaries, employee benefits, and the share of taxes paid by
the sponsor. Sponsors must keep accurate time and attendance records for all labor
costs that are submitted on the claim for reimbursement.

Other Operating Costs: Other operating costs may include, but are not limited to,
(a) costs of nonfood supplies; (b) rental costs for buildings, food service equipment,
and vehicles; (c) utility costs; and (d) mileage allowances. If sponsors feel that they
may have "other” costs that are not listed, they may contact the administering agency
for further information.  Sponsors must keep all necessary records and
documentation to support any costs that they may claim for reimbursement.
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I11. Records of Administrative Costs: Administrative costs are costs incurred by the
sponsor for activities related to planning, organizing, and administering the program.
Generally, these activities are:

1.

™)

'h

Preparing and submitting an application for participation, including u
management plan containing budgets of operating and administrative costs,
and staffing and monitoring plans.

Establishing the eligibility of children for free or reduced-price school meals
for each session. This applies only to camps and enrolled sites where
eligibility has been determined by household size and income levels, or by
food stamp or AFDC case numbers.

Attending training provided by the administering agency.

Hiring and training site and administrative personnel.

Visiting sites, reviewing and monitoring operations at sites, and documenting
these visits and reviews.

Preparing and submitting a plan for and synopsis of the invitation to bid
when the sponsor wants to contract with a food service management company.

Preparing and submitting claims for reimbursement.

Performing other activities that are necessary for planning, organizing, and
managing the program.

Generally, costs incurred for these activities are:

(&) Labor costs for administrative activities

(b) Rental costs tor offices, office equipment, and vehicles
(©) Vehicle allowance and parking expenses

(d) Office supplies

(e) Communications

(9 Insurance and indemnification

(2) Audits

(h) Travel
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Sponsors must be certain that they have records that document the amount and the
purpose of all administrative costs they claim. The REFERENCES section includes
a worksheet for determining administrative costs as well as a simple administrative
mileage record form.

IV. Records of Program Income: Incoming accruing to the food service program includes
all funds received from State, local, and other sources, except for program advances or
reimbursement. These funds must be designated specifically for the food service program.
Records reflecting income may include deposit records, voucher stubs, or receipts. Sources
of funds that are earmarked for food service and counted as income include: income for
food sales to adults; cash donations or grants from philanthropic organizations or
individuals; and monies received from State, intermediate, or local governments.

Checklist of Required Records: There are a number of additional records sponsors must
maintain in their files. These records and the records discussed in this section are
summarized in the following checklist of required records:

1. Records that document eligibility for the summer program:

____Approved Agreement

____Application

____ Site Information Sheet for each site

—___ Evidence to show eligibility for each site based on serving needy
children (or in the case of camps, evidence to show that children are
individually documented as being eligible for free or reduced-price school
meals)

Public release

Letter from IRS showing tax-exempt status (for private sponsors)

Preapproval site forms

Management Plan

____ Sponsor/site agreements

___ Centification of training

—_ Lerter of engagement of CPA firm or independent accountant, or State
or local government accountant and management letter (if applicable).

s

2. Records that support the number of meals served to children:

Daily count of meals prepared or received at sites

Daily count of meals served to children as firsts

Daily count of meals served 1o children as seconds

Daily count of meals served to program and nonprogram adults
Daily count of children in attendance at each site

1

3. Records that support food service costs:

Food inventories
Delivery receipts for vended meals
Payroll and time-and-attendance records for site personnel



4. Records that support administrative costs:

Payroll and time-and-attendance records for administrative personnel
Rental agreements for office equipment or space
Mileage records

5. Records to support income to the program:

Site records of cash collected
Copies of receipts given for cash donations
Records of any other funds received for the food service program

6. Other required records:

Agreement with schools to furnish meals
_____ Contract with registered vendor
Bid procedures used
Records and inventories of USDA-donated foods
Monitor's reports of site visits and reviews
Records of training conducted
Menu records
Quantity production records for each meal (for self-preparation sites)
Receipts, invoices, and bills for all rented or purchased items and
services
Bank statements and deposit slips
Accounting ledgers
Sanitation and health reports
Certification and Independent Price Determination
Beneficiary Data Form

U

ADMINISTRATIVE REVIEWS

Purpose of Administrative Reviews: During the course of the summer, administering
agencies will complete an administrative review of most sponsors’ program operations.
This administrative review will involve visits by administering agency personnel to the
sponsor’s site(s) and office. The reviews are designed to ensure that a sponsor's overall
program is operating according to requirements and to provide assistance and advice 1o a
sponsor if there are questions about program operations.

Review Procedures: An administering agency review of site operations will usually involve
observing the meal service operations and the recordkeeping at the site. A review of the
sponsor level will usually involve a review of how the claim for reimbursement is assembled
and a review of the records maintained by the sponsor. Regardless of the specific
administrative review procedures, all sponsors must make their records available for the
administering agency’s review and must proceed with the corrective actions recommended
by the administering agency, if there are any. The results of an administrative review may
affect the amount of reimbursement a sponsor will receive.
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Corrective Action Plan: When the administering agency finds violations during the conduct
of a site review, it will require the sponsor to correct problems found. If the administering
agency finds a high level of meal service violations at a site, it will immediately require the
sponsor to follow a specific corrective action plan. The administering agency will initiate

a followup system to ensure that sponsors take the specific action (as outlined in the plan)
for correcting site violations.

Statistical Monitoring: The administering agency may elect to use statistical monitoring
procedures when it conducts administrative reviews of sponsors. The administering agency
may use the results of statistical monitoring to determine the sponsor’s reimbursement. The
administering agency will inform the sponsor if it plans to use statistical monitoring and will
provide the sponsor with the necessary information on its procedures for conducting
staustical monitoring. The administering agency has additional information on statistical

monitoring.
VIOLATIONS

Violations of program requirements may result in withholding or recovering reimbursement,
temporary suspension, or termination and exclusion from future program participation.

Such violations include but are not limited to:

m Noncompliance with the time requirements between meals
B Failure to maintain adequate site or sponsor records,
= Failure to adjust meal orders to conform with changes in site attendance
L Serving more than one meal to a child at one time
n Children eating meals offsite
n Claiming program reimbursement for meals served to anyone other than eligible
children
m Serving meals that do not include the required quantities of meal components
. Continued use of food service management companies that viclate health codes
= Not adhering to competitive bid procedures
n Noncompliance with civil rights laws and r.gulations
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POSTPROGRAM EVALUATION

Upon the completion of the local- program, the sponsor should prepare an evaluation.
The following format is suggested for these evaluations:

» Sponsor Personnel - Evaluate the size and efficiency of the staff.

L Site Personnel - Evaluate the ability of site personnel to control and supervise the
program at the site level.

L Food Preparation - Evaluate the major facets of food preparation as well as the
quality and variety of foods offered within meal requirements.

» »Or‘ganizmion - Evaluate the administrative structure of the organization.

. State Agency or FNS Regional Office - Evaluate the relationship between the
sponsoring agency and the administering agency, noting the adequacy of training
efforts and the availability of guidance, information, and assistance.

FOOD SERVICE MANAGEMENT COMPANIES

Sponsors that decide to contract with a food service management company 10 obtain meals
must meet various program requirements and follow certain procedures. (This is called a
vended program.) Food service management companies that enter into a contract with a
sponsor to prepare and deliver meals must provide meals that comply with program
regulations and their contract with the sponsor. Therefore, both sponsors and food service
management companies should be familiar with the information in this section. A
successful vended operation depends on both parties fully understanding their mutual

responsibilities in the program.

The term "food service management companies” includes commercial companies that
prepare meals using school facilities, the sponsor’s facilities, and their own facilities. Public
schools that use their own facilities to prepare meals are included in this definition.
Excluding them would imply that sponsors could not contract with schools 1o prepare meals.

SELECTING A COMPANY

Selecting a Food Service Management Company: There are several factors that can
influence a sponsor to contract for meals-with a food service management company. These
factors may include limited personnel, a site that is unsuited for meal preparation. or i
large number of sites spread over a wide geographical area.

Before inviting food service management companies to bid on a program. sponsors must
contact their local school food service authority about the possibility of using school
facilities to prepare meals, or of obtaining meals under agreement with a school. Using
the facilities of local public or private schools to prepare or obtain meals offers the sponsor
several advantages. These schools often prepare large numbers of meals and already have
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the facilities, staffing, and system for such a service. And many schools are accustomed to
preparing meals that meet USDA requirements if they participate in other Child Nutrition
Programs.

When exploring a school’s capability for meal service, sponsors must consider whether or
not an adequate delivery service to sites can be established and whether the meals prepared
by the school are comparable in price and quality to those available from commercial
vendors. This delivery service cannot be prohibitive in cost, and it must meet local health
and sanitation requirements. Sponsors that can use local school food service facilities must
enter into a written agreement with the school. If contracting with a local school is not
possible, sponsors may contract with a food service management company to prepare and
deliver meals. Sponsors should be aware that these and many other requirements
pertaining to food service management companies apply regardless of whether the food
service management company is a school or a commercial entity.

Only food service management companies that register with the administering agency may
be nsed. A list of registered companies should be obtained from the administering office
as soon as possible. No sponsor may, however, contract out thé management
responsibilities of the SFSP such as monitoring, enforcing corrective action. ur preparing
program applications. Sponsors remain legally responsible for seeing that the food service
operation meets all requirements specified in the agreement they sign with the
administering agency.

INVITATION FOR BID AND CONTRACT

Standard Contract: Administering agencies require all sponsors under their jurisdiction
to use a standard contract for meals provided by a food service management company.
These standard contracts may vary, according to different State and local requirements.
This document, called the Invitation for Bid and Contract, serves a dual purpose. It contains
the specific information a bidder needs to make an offer, and it also tells the bidder how
1o submit the actual bid.

Competitive Bid Waivers: A sponsor that is a school with un exclusive vontract with a
food service management company for year-round service, or any sponsor that will have
total contracts with food service management companies not exceeding $10.000, is not
required to comply with the competitive bid procedures listed below. These exceptions do
not relieve the sponsor of the responsibility to ensure that normally accepted bidding
procedures are followed in contracting with any food service management company.
Schools and universities that participate as summer sponsors and have an existing year-
round contract with food service management companies to prepare meals do not have 10
bid competitivelv. However, if necessary, existing contracts will have to be umended to
ensure that thev meet the requirements listed in section 225.17 of the SFSP regulations.

BID PROCEDURE

Standard Competitive Bid Procedures: The administering agency must ensure that
contracting and bidding meet USDA requirements. The administering agency will provide
whatever technical assistance is needed to sponsors to ensure that the bid process runs
smoothly.
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All sponsors with contracts that will exceed $10,000 must adhere to the competitive bid
procedures and procurement standards set by SFSP regulations. The standard bid
procedure includes, among other requirements, five steps:

1. Completing the Invitation for Bid package.

2. Publicly announcing all invitations for bid not less that 14 days before bids
are opened. Announcements must include the time and place of the bid
opening.

3. Notifying the administering agency at least 14 days before the bid opening.

The notification must include the time and place of the opening.
4. Publicly opening all bids.
5. Submitting to the administering agency copies of all bids received and their
reason for selecting 1he food service management company chosen.
Once the sponsor has filled in its particular specifications in the standard Invitation for
Bid and Contract, the document is referred to as the Invitation for Bid (IFB). The IFB is
the most important step in the process. Sponsors must complete the cstimated range of
servings, decide on an affordable and attractive menu, and complete the site schedule.
Sponsors must supply the IFB to all companies responding to the public announcement.

The sponsor’s Invitation for Bid must include:

L. A menu cycle

19

Food specifications and meal quality standards

3. A copy of the program (SFSP) regulations

4. Nonfood items essential for conducting the food service

5. Special meal requirements to meet ethnic or religious needs if these ure
necessary to meet the needs of the children to be served.

The sponsor’s Invitation for Bid must not:

1. Specify a minimum price

to

Provide for loans or any other monetary benefit, term, or condition to be
made to sponsors by food service management companies

Include nonfood items (cxcept where such items are essential to the conduct
of food service).

¥%
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The food service management company's bid in response to the IFB must include:
1. A copy of the required health certificate
2. Proof that the company is registered with the State.

If food service munagement companies submit a bid over $100,000, they must submit a
bid bond in an amount determined by the sponsor. The bond should be between S percent
and 10 percent of the value of the contract for which the bid is made. A copy of the bid
bond must accompany each bid. The bond must be from one of the companies listed in
Department of Treasury Circular 570, which is available from the Department of Treasury,
Fiscal Service, Bureau of Financial Operations, Washington, DC 20226.

It is important that the food service management company respond to the IFB accurately
and completely. Food service management companies must bid on all the meals listed in
the IFB and must bid on the menu cycles included in the IFB. Food service management
companies cannot be candidates for assuming award of the contract unless they respond to
every requirement listed in the 1FB.

The sponsor must fill in the following information in the IFB so bidders will know exactly
what the specifications of the bid include:

Site Information: The sponsor must include a list of proposed site names, addresses,
delivery locations, and times. With this information, a bidder can estimate the cost of
delivery and the feasibility of meeting the sponsor’s requirements.

Menu Cycle: The sponsor must also attach an 11-day menu cycle that lists the types and
amounts of food in each meal. Program regulations specify minimum meal patiern
requirements, but sponsors may improve upon these minimums to increase the variety and
appeal of menus. Sponsors may request approval from the administering agency for
variations from the meal requirements only when necessary to meet ethnic, religious,
economic, or nutritional needs.

Meal Requirements: As part of the IFB, the sponsor must provide the food service
management company with a copy of the meal requirements outlined in part 225.16 of the
SFSP regulations. The sponsor must also provide a copy of the minimum food
specifications and model meal quality standards required by part 225.7(c) of SFSP
regulations. (Sponsors can get the regulations from the administering agency.) The food
service management company must deliver meals that meet these meal requirements and
minimum food specifications and model meal quality standards. Under the provisions of
the contract between the sponsor and the food service management company, the sponsor
is liable only for the delivered meals that meet these requirements and should not pay for
ineligible meals. Similarly, the sponsor may receive payments from the administering
agency only for meals served that meet these requirements.

An effective quality control system is essential for verifving that meal components meet
the minimum quantity requirements. During food preparation, the food service
management company should regularly inspect and measure items to ascertain correct Sizes
and weights. Setting production equipment for the desired specifications is no substitute
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for a quality control system, because equipment settings may become distorted during
operation. Administering agencies and sponsors are responsible for sampling meais and
disallowing payment for meals that fail to meet minimum standards. The entire meal may
be disallowed for reimbursement if any component does not meet minimum standards.

Unitized Meals: Sponsors must ensure that food service management companies provide
unitized meals with or without milk or juice. This means that meals must be individually
portioned, packaged, delivered, and served as a unit. The milk or juice may be packaged
and provided separately, but must be served with the meal unit. Other variations of
unitized meals can be approved by the administering agency. The specifications must be
worded in such detail that all bidders will have an equal chance to compete for the same
menus, and they also must indicate under what conditions substitutions may be made by the
food service management company if, during the course of the program, certain specified
food items become unavailable or become too expensive.

Commodities: Sponsors of vended programs can only receive commodities if the vendor
is a school or school district, or the sponsor is a school food authority that competitively
procures its SFSP meals from the same food service management company that
competitively provided its most recent NSLP meals. However, vended program sponsors
located in rural areas may receive additional funds for administrative expenses.

Regulations: The sponsor must attach a copy of the SFSP regulations to the IFB and must
agree to operate the program according to the regulations.

Meal Range Adjustments: Actual participation under a given sponsorship frequently may
vary from the estimate specified in the IFB. The food service management company bases
a bid on the specifications and expects to be serving close to the number of meals listed in
the estimate. A sizeable discrepancy between estimated and actual participation can
increase or decrease the food service management company's unit production cost.
Therefore, the sponsor must estimate a possible range of meals served per day. Food
service management companies must submit prices for each range the sponsor lists,
remembering that if the sponsor decreases the number of meals served, the cost of the
meals may increase. The range is provided to lessen the risk of losses to the food service
management companies in these cases. Sponsors may increase or decrease the number of
meal orders specified in the IFB only after notifying the food service management company.
Increases in maximum meal service levels at sites receiving vended meals must be approved
by the administering agency.

Special Accounts: The administering agency may require sponsors to set up special
accounts at financial institutions. If such accounts are established, the sponsor must deposit
any payments received from the administering agency for operating costs in the special
account. Any checks drawn from this account must be authorized by both the food service
management company and the sponsor. This is to help ensure that the company receives
payment for the eligible meals it provides to the sponsor’s program.

Food Service Management Company Bid Requirements: There are several specific

requirements food service management companies must meet and several things they must
include when submitting a bid. These requirements are:
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Health Certification and Inspection: Food service management companies must have
State or local health certification for the facility(ies) they use to prepare meals for
the SFSP. The companies must ensure that health and sanitation requirements are
met at all times. In addition, the companies must ask local health authorities or
independent agencies to periodically inspect the meals they serve to determine
bacteria levels. These levels must conform to the standards applied to other food
service establishments in the area.

Food service management companies should also be aware that the administering
agency may send health inspectors to check preparation facilities and meals. This
inspection is independent of the one the food service management company provides.
The companies must submit health certification as part of the bid.

Records: Food service management companies must maintain records (supported
by invoices, receipts, or other evidence) that the sponsor needs to meet program
responsibilities. Companies must report to the sponsor at the end of each month,
at a minimum. The food service management company must keep the books and
records concerning the sponsor’s food service operations for 3 years from the day
the company receives final payment. Representatives of the administering agency,
USDA, and the United States General Accounting Office may examine or audit of
these records at a reasonable time and place.

Subcontracts: Food service management companies may not subcontract with another
company for the total meal (with or without milk) or for assembling of the meal.
The variation between contracted and subcontracted meal prices is an unnecessary
expense. Subcontracting means the sponsor does not have a contract with the
company that prepares meals and. therefore, cannot directly control the gquality and
supply of the meals.

Contract Responsibility: It is important for the prospective food service management
company to realize that the contract is a private contract between the food service
management company and the sponsor. Neither USDA nor the administering agency has
any jurisdiction in the payments made to the food service management company. Before
contracting to provide meals for the program, the food service management company needs
to assess the sponsor’s capability to meet the terms of the contract and needs to assess the
sponsor's capability to pay them for all meals that are properly delivered. If applicable, the
company should become familiar with sponsor’s past performance in this or other federally
funded programs.

AWARDING THE CONTRACT

Selection Criteria: Sponsors should consider many factors in awarding contracts. Some
of these are the integrity of the contractor, the contractor's financial and technical
resources, and the contractor’s access to other necessary resources. Contracts mayv be
made only with schools or with registered, responsible vendors that possess the potential
ability to perform successfully under the contract’s specified terms.

Sponsors may also take many other factors into consideration before thev award contracts.
These include the food service management company’s pertormance in past food assistance
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operations, cost per delivered meal, ability to meet all the specifications in the IFB, ability
1o increase or decrease meal deliveries within a reasonable time frame, preparation facility
and the proximity to the site(s) being served, use of refrigerated delivery trucks, and ability
to meet local health and sanitation requirements. Sponsors are encouraged to use the
services of minority-owned companies.

The sponsor should award the contract at least 2 weeks before program operations will
begin to allow time for both the food service management company and the sponsor to
prepare. The sponsor must give to the administering agency copies of all bids the sponsor
received and the reason it chose that particular food service management company.

Accepting Bids: All bids totaling $100,000 or more must be submitted to the administering
agency for approval before the sponsor can accept a bid. In addition, any bids (regardless
of dollar amount) that exceed the lowest bid must be submitted to the administering agency
for approval before acceptance, with an explanation of why that particular bid was chosen.
The IFB that the sponsor accepts will become the contract for program operations between
the sponsor and the food service management company. The administering agency will
keep copies of all contracts between sponsors and food service management companies.

Performance Bond: If a food service management company enters into a food service
contract with a sponsor for more than $100,000, a performance bond must be obtained
from surety companies (which are listed in the current Department of Treasury Circular
570) in an amount determined by the administering agency. This amount must be no less
than 10 percent nor more than 25 percent of the value of the contract. The food service
management company must furnish a copy of the bond to the sponsor within 10 days of
awarding of the contract.

Award Conference: After awarding the contract and before executing the contract, all
sponsor and food service management company representatives should meet to discuss
their mutual and individual responsibilities in the food service program. In this meeting,
which is called the award conference, the representatives should review the IFB’s required
procedures for adjusting meal deliveries, the cycle menus, food quality specifications, and
meal packaging, as well as sanitation requirements. The food service management company
must also be familiar with all State and local health requirements, particularly those
concerning food preparation and meal delivery. Most vended meals are packaged to
prevent contamination. Thus, the greatest danger usually results when meals are held too
long or are stored under improper temperature controls. Sponsors should also inform the
food service management company of the function of monitors, reviews, and statistical
monitoring, if applicable, in the operation of SFSP.

PLANNING AND OPERATING THE PROGRAM

Sites Approved for Food Service: Sponsors should provide the food service management
company with a list of approved food service sites, along with the limit on the number of
meals that mz~ be claimed for reimbursement for each site. It is likely that some approved
sites, for one reason or another, may have been canceled or dropped from participation
before the food service operations begin. A new list should be provided to the food service
management company well before it is to start food service operations. The administering
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agency should notify the company within the time limits mutually agreed upon in the
contract if any site on its delivery schedule is being dropped or canceled.

Approved Meal LevelsThe administering agency will set an approved level of meal service
for each vended site. The se levels will be the maximum number of meals, including any
unplanned seconds, that any be served at a site at one meal service. The sponsor can
request that these levels be allowed to change when participation fluctuates throughout the
summer. Sponsors of vended sites will receive a written confirmation from the
administering agency of the approved levels.

Adjusting Meal Deliveries: One of the most important topics for discussion in the award
conference is the adjustment of meal deliveries. The sponsor should establish a system
for collecting information on attendance changes from its sites, translating these changes
into adjustments in the meal order, and communicating these adjustments to the food
service management company. In turn, the food service management company should
have an organized system for:

= Receiving orders for delivery adjustments

= Documenting orders for delivery adjustments

L Adjusting production levels, if necessary

L Ensuring that delivery receipts are changed to reflect adjusted meal orders (this is

a particularly important responsibility.)

L Ensuring that adjusted meal orders for each site are correctly packaged and loaded
for delivery.

The food service management company's key personnel must be aware of these
responsibilities. For example, the food service management company's delivery personnel
must understand that site supervisors cannot independently request more or fewer meals.
These requests must be channeled through the sponsor. Meal deliveries may be adjusted
only by the sponsor. As necessary, the sponsor must get approval from the administering

agency.

The attendance at sites will probably decrease during the summer, especially if there is no
organized activity at a site other than the food service. The sponsor may be able to
anticipate certain fluctuations in attendance (such as local events that may interfere with
site participation) and make arrangements in advance with the food service management
company to adjust orders. For example, a consistent drop in attendance each Friday could
be handled by reducing the number of meals delivered for that dav only.

Whenever possible, meals can be transferred from a site with too many meals to a site
with a shortage. The sponsor’s monitors should be aware of the procedures for handling
extra meals so they can assist the site supervisors in making transfers or other arrangements.

During the summer, sites may cease food service operations on either a temporary or
permanent basis. Also, new sites may be authonzed to participate in the SFSP. Site
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deletions and additions may necessitate changes in delivery routes and production levels,
and will require the food service management company’s cooperation. The sponsor is
responsible for making sure the food service management company is informed of any
need for such changes.

Planning Delivery Routes: The food service management company must carefully plan
delivery routes and schedules and should review them with the sponsor. Sites without
adequate storage facilities must receive all meals within 1 hour prior to the beginning of
the meal service. Delivery personnel for food service management companies should
become familiar with their routes before the SFSP starts to help avoid confusion. The
food service management company or the sponsor should periodically evaluate and
restructure the routes if deliveries for some sites are consistently late. The food service
management company is responsible for ensuring that sufficient equipment is available to
handle such changes (for example, additional trucks, refrigeration, etc.).

Sponsors must plan a system for serving meals when the weather is bad, or they must plan
a system for canceling meal service at sites lacking sheltered facilities. The food service
management company should be notified of these contingency plans.

Other Considerations: Good communication is essential for smooth program operations.
Even with good management and good intentions, complaints about the food service can
arise. Food service management companies and sponsors should establish a system for
communicating and resolving complaints. Experience indicates that problems can be most
efficiently resolved when both the sponsor and the food service management company
designate officials to receive and respond to suggestions and complaints.
Reimbursement: Under the SFSP, a sponsor is reimbursed for complete meals that are
properly served to eligible children. Therefore, if sponsors do not meet their respc:isibilities
(such as ensuring that meals are eaten only on site), meals shall be disallowed. This may
not result in a loss of payment to the food service management company. However, the
sponsor may be unable to pay the food service management company if the administering
agency does not reimburse the sponsor.

The food service management company should understand that the sponsor must pay for meals
delivered by the food service management company in accordance with the contract.
Administering agencies and USDA are not parties to such contra~-  Federal reimbursement
is based solely upon program performance and is paid to the sponsor. Therefore, the food
service management company should make sure that it is informed of any sponsor
disallowances made by the administering agency, as such disallowances may affect payment
to the company.

Statistical Monitoring: Statistical monitoring procedures may be used by the administering
agency and the USDA’s Office of the Inspector General as a management and monitoring
tool. Since the results of a statistical monitoring procedure may be used to determine a
sponsor’s reimbursement, both sponsors and food service management companies should
be informed about how the monitoring method operates.

If statistical sampling reveals that the sponsor made an error, the administering agency may
not reimburse the sponsor. In these cases, the sponsor still remains responsible for
reimbursing the food service management company for meals that were delivered in
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accordance with the regulations and the contract. The administering agency will be able
to furnish sponsors and food service mznagement companies with additional information
about statistical monitoring methods.

Administrative Review: During the course of the summer, the administering agency will
conduct administrative reviews of the sponsor’s program operations. The reviews are
designed to ensure that the sponsor’s overall program is operating according to
requirements. The results of these reviews may affect the amount of reimbursement a
sponsor will receive and the payment to the food service management company as well.
The food service management company should designate an official to be familiar with
the total program, particularly with the sponsor’s responsibilities. For example, in addition
to reading the SFSP regulations, this handbook and other aids for the sponsor, the food
service management company’s representatives may want to attend training sessions
sponsors arrange for food service personnel.

Sponsor Disallowances: Violations that will result in loss of the sponsor’s reimbursement

from the administering agency (the sponsor is still responsible for paying the food service
management company) are:

. Failure to plan and prepare, or order and adjust, meal orders with the objective of
providing only one meal per child at each meal service

. Allowing meals to be eaten offsite

» Failure to serve meals as a unit

L Claiming meals served to nonprogram adults

L Serving meals outside the approved timeframes

» Serving meals in excess of approved levels

Food Service Management Company Disallowances: Violations that would cause
disallowances in the food service management company’s payment from the sponsor’s
reimbursement are:

" Delivering meals that are not unitized

L Delivering meals that are wholly or partially spoiled

. Delivering meals outside the designated delivery times

n Delivering meals with components that are less than the required size or weight

. Delivering meals that are missing components

n Changing menus or substituting components witheut the sponsor’s prior approval.
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Default of Contract: Sponsors may terminate the contract if the food service management
company does not comply with its terms. The sponsor will notify the food service
management company (and surety company, if a performance bond s in effect) of specific
instances of unsatisfactory performance. If the food service management company does not
immediately take corrective action, the sponsor may request the surety company to provide
another food service management company, or the sponsor may negotiate another contract
on a competitive basis. If the sponsor decides to negotiate another contract on a
competitive basis, it must contact several food service management companies for prices
and try to choose the mos: qualified company at the most economical price. The defaulting
food service management company (or surety company if applicable) is liable for any
difference in price between the original price and the repurchase price.

Use of Minority Business Enterprise: In accordance with OMB Circular A-102 all sponsors
are encouraged, whenever possible, to procure services from minority business enterprises
on solicitation lists. If it is economically feasible, sponsors may wish to divide their total
procurement requirements into smaller tasks or quantities to encourage participation by
minority business enterprises.

A minority business is a business in which the management and daily operations are
controlled by a member or members of a minority group. Such minority groups include
Blacks, Hispanics, American Indians, Alaskan Natives, and Aleuts.

ASSISTANCE PROVIDED BY THE SMALL BUSINESS ADMINISTRATION

The Small Business Administration (SBA) is an independent Federal agency established to
provide assistance to all small businesses. The SBA provides prospective, new, and
established members of the small business community with financial assistance, management
training, and counseling. It helps increase opportunities for minority people to start,
strengthen, or expand successful businesses. The SBA'’s policy is to extend the fullest
opportunity for minority and disadvantaged people to participate in the small business
sector.

Some areas in which the SBA may be able to help minority-owned food service
management companies improve or develop their businesses are:

Financial Assistance: Food service management companies that need money and cannot
borrow it on reasonable terms from conventional lenders may be able to get assistance from
the SBA’s loan programs. However, by law, the SBA may not make a ]Joan if a business is
able to obtain funds from a bank or other private source. The SBA may either participate
with a bank or other lender in a loan, or it may guarantee up to 90 percent of a loan
against loss. If the bank or other lender cannot provide funds using either of these
methods, the law provides that the SBA can consider lending the entire amount as a direct
governmental loan, if the funds are available. The SBA loans may be used to help food
service management companies purchase equipment, facilities, and supplies.

Surety Bonds: Under the Summer Food Service Program, food service management
companies that submit bids over $100,000 and that enter into a food service contract for
over $100,000 must obtain bid and performance bonds. The SBA makes the bonding
process accessible to small and emerging contractors that find bonding unavailable to them.
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The SBA is authorized to guarantee a qualified surety up to Y0 percent of losses incurred
under bid payment bonds. The SBA can also guarantee performance bonds that are issued
to contractors on contracts up to $1 million. Food service management companies that
anticipate problems in obtaining bid and performance bonds for the summer program may
be interested in contacting the SBA for assistance.

Management and Counseling Assistance: The SBA places special emphasis on improving
the management ability of small business owners and managers. Accordingly, small business
specialists may be able to assist minority-owned food service management companies with
their management problems. They may also provide counseling on the problems or

concerns food service management companies may have in meeting requirements for the
SFSP.

Minority-owned food service management companies should contact SBA's nearest field
office for prompt assistance.

CAMPS

The material in this section will provide the camp sponsor with the information essential
for planning and operating a successful camp food service program.

CAMP ELIGIBILITY
The regulations define a camp as:

Residential summer camps and nonresidential day camps that offer a regularly scheduled
food service as part of an organmized program for enrolled children. Nonresidential camps
must offer a continuous schedule between meal services of organized cultural or
recreational programs for enrolled children.

SPONSOR REQUIREMENTS FOR CAMPS

In addition to the sponsor requirements mentioned in the earlier sections of this handbook,
sponsors of camps must also:

» Serve meals free to enrolled children who are eligible for free and reduced-price
school meals according to the income eligibility guidelines for the National School
Lunch and School Breakfast Programs. |

» Collect family size and income information statements that document the eligibility
of all children who are being claimed as eligible for free and reduced-price school
meals. These income statements must be maintained by the sponsor of the camp.

L Serve the same meal to all children regardless of reimbursement status and without
discrimination against any child because of race, color. national origin, sex, age, or
handicap.
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= Develop a written policy statement for determining eligibility for free SFSP meals
to be used by all participating camp sites, if the camp sponsor charges separately for
meals.

TRAINING OF CAMP SPONSOR PERSONNEL

Sponsor Personnel: Camp sponsors must attend administering agency training sessions on
program responsibilities. Camp sponsors must then hold training sessions on program
duties and responsibilities for all camp personnel.

Training for camp site personnel must include at least:

1 A general explanation of how the program operates
a. Purpose of the program
b. Requirements for camp site eligibility
2. Site Operations
a. Food service management company relationship (if applicabie)
b. Site procedures at meaitime

3. Daily recordkeeping requirements

REIMBURSEMENT

The SFSP authorizing legislation mandates that camp sponsors can only be reimbursed for
meals served to children who are eligible for free and reduced-price meals according to the
income guidelines for the National School Lunch and School Breakfast Programs. Camps
must properly allocate and justify costs based on the percentage of children served who are
eligible for free and reduced-price meals. Some costs, though, will be readily identifiable
as direct costs, and must be documented as such.

The administering agency must approve the allocation formula for each camp sponsor.
Since different camps will operate under different circumstances (that is, length of program,
number and size of each session, and so forth), the camps will have different allocation
plans.

Claims for reimbursement must reflect only meals served to eligible children and the costs
associated with those meals.

Determining Allowable Meals and Costs: As mentioned earlier, camps may be reimbursed
only for meals served to children eligible for free and reduced-price school meals. In order
to determine allowable meals and costs, camps must make a number of computations
before using the Reimbursement Worksheets included in the REFERENCES section. The
computations described here are also outlined in the Camp Worksheet for camp sponsors
at the end of this section on page 61.

Adjustment Factors: Camps must first determine what amount of their mzals and program
costs are eligible for reimbursement. Sponsors make this determination by computing two
different adjustment factors: one enables sponsors to determine the number of meals

served, and the other enables sponsors to determine which operating costs may be claimed
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for reimbursement based on the total costs of their food service.

Combined Adjustment Factors: Sponsors with camps that offer more than one session
during a claiming period will need to compute combined adjustment factors that will take
into account the size of each session and the percentage of eligible children enrolled in
each session. The worksheet for camps explains specifically how sponsors determine these
combined adjustment factors.

If sponsors wish to determine their potential reimbursement, they shouid complete all
computations on the following Worksheet for Camp Sponsors. Sponsors should turn to the
regular reimbursement worksheets in the REFERENCES section on page 64 and make the
following adjustments:

1. Wherever the sheet asks for the number of breakfasts, lunches, etc., served,
enter only the number of each allowable meal as computed on the camp
worksheet. Multiply these numbers of allowable meals by the reimbursement
rates to determine vyour potential reimbursement for operating and
administrative costs.

2. Under number 2 on the reimbursement worksheet, enter only allowable costs
determined on the camp worksheet.

These are the ouly changes that camps should make. Sponsors should nor adjust their
actual administrative expenditures by multiplying adm:nistrative costs by the weighted
adjustment factor.



WORKSHEET FOR CAMP SPONSORS

Step 1: Determine meal adjustment factor (compute separately for each camp session
occurring within a claiming period):

a. Number of enrolled children in this session who are eligible for free and
reduced-price school meals =

b. Total number of enrolled children in this session plus camp employees and
adults who eat meals =
c. Meal adjustment factor — divide a by b (the result must be less than 1)=
Step 2: Determine combined meal adjustment factor (if there has been only one camp

session during this claiming period, continue to step 3):

I a. Meal adjustment factor for session 1 =

b. Total number of meals served for session 1
c. Allowable meals for session 1 (a x b) =

1L a. Meal adjustment factor for session 2 =

I

b. Total number of meals served for session 2
III. a4 Meal adjustment factor for session 3 =

b. Total number of meals served for session 3 =

c. Allowable meals for session 3 (a x b) =

Continue in this manner for each additional session if there are more than three sessions.

Combined meal adjustment factor:

1 All 1 | = Ic+ Hc+1llc+etc,
Total Meals Ib+IIb+I1Ilb+etc,

(This number must be less than 1)
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Step 3: Determine allowable meals:
L a. Total number of breakfasts =
b. (Combined) meal adjustment factor =

¢. Allowable breakfasts (a x b)

IL a. Total number of snacks =

b. (Combined) meal adjustment factor =

¢. Allowable snacks (a x b)

111, a. Total number of lunches and/
Or suppers

b. (Combined) meal adjustment factor =
c. Allowable lunches and/or suppers (axb) =

Step 4: Determine operating cost adjustment factor (compute separately for each camp
session in a claiming period):

a, Number of enrolled children eligible for free and reduced-price school meals
and the number of program adults who eat meals in this
session =

b. Total number of enrolled children plus camp employees and adults who eat
meals in this session =

c. Operating cost adjustment factor-divide a by b (this number must be less
than 1) =

Step 5: Determine combined operating cost adjustment factor (if there has been only one
camp session during this claiming period, continue to step 6):

I. a. Operating cost adjustment factor for session 1 =
b. Total number of meals served for session 1 =
¢. Allowable meals for session 1 (axb) =

II. a. Operating cost adjustment factor for session 2 =
b. Total number of meals served for session 2 =

¢. Allowable meals for session 2 (a x b) =

6l
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III. a. Operating cost adjustment factor for session 3

b. Total number of meals served for session 3
¢. Allowable meals for session 3 (a x b) =

Continue in this manner for each additional session in this claiming period if there are
more than three sessions.

Combined operating cost adjustment factor:

= Ic+1lc+1lIc+IVc+ V¢
Total meals Ib+IIb+IIb+IVb+ Vb

= (this number must be less
than 1)

Step 6;: Determine allowable operating costs:
L. a. Total food cost =

b. (Combined) operating cost
adjustment factor

c. Allowable food costs (a x b)

IL a. Total labor costs =

b. (Combined) operating cost
adjustment factor

c. Allowable labor costs (a x b)

i

I11. a. Total other costs

b. (Combined) operating cost adjust-
ment factor

it

i

c. Allowable other costs (a x b)

Step 7: Determine allowable administrative costs:

a. Total administrative costs
(these costs are not reduced by the
adjustment factor)

i
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REFERENCES

Site Selection Worksheet

Site name

Site address

Site phone number

Person to contact for use of site

Type of site:

Recreation Center Park

School Residential Camp
Church Playstreet
Playgrouna Other

Settlement House

Estimated number of children the site could serve:

Estimated number of needy children in area:

Estimated number of supervisory personnel needed to adequately
control the food service:

Is another site needed in this area?

Are the present f{acilities adequate for an organized meal service?

If not, comments:

Does site have:

Shelter (inclement weather) Refrigeration

Cooking facilities (if applicable) _ Telepnone

Place 10 store prepared or celivered food

Place to store records at site

What tunes of crganized activities are possible or rlanned at this
s1te?

*State. .ceal, municipal, or county government spensors can coniy nrovide 4
Tcoa service at sites which they cirectly c:grgte.
¢,




Soonsor/Site Agreement

Name of site

Address of site

Administrator in charge

Telephone

The person named above agrees to:

1.

2.

1.

5.

Serve meals to all needy children 18 years of age and under (or persons
over 18 vears of age if they are mentally or physically handicapped and
participating in a public or private nonprofit school program for the
mentally or physically handicapped)

Serve meals which meet the minimum nutritional requirements

Provide adequate supervision during the meal service

Maintain and submit promptly such reports and records that the sponsor
requires

Report to the sponsor any changes in the number of meais you require
as attendance fluctuates

Report any other problems in regard to the mea) service
Comply with civil rights laws and regulations

Signed:

Administrator

Sponsor Representative

Date

6



Agreement to Furnish Food Service (Sponsor/School)

THIS AGREEMENT is made and entered into by and between (school)

and (sponsor)
(Sehool) agrees to supply unitized meals (inclusive/
exclusive) ol milk and juice to (sponsor) with and for
the rates herein listed:
Breakfasts . . . . $ each Lunches .. .. $
each
Snacks . ... ... $ each Supper ..... $
each

It is further agreed that (sehool) _ i ,
pursuant to the provisions of the Summer Food Service Program
Regulations, the attached copy of which i3 part of this agreement, will
assure that said meals meet the minimum requirements as to nutritive
value and content, and will maintain full and accurate records that the
institution will need to meet its responsibility including the following:

1. Menu Records, including amount of food prepared.
2. Meals, including daily number of meals delivered by type.

These records must be reported to the institution promptly at the end of
each month. (School) agrees also to retain
records required under the preceding clause for 8 period of 3 years after
the end of the fiscal year to which they pertain (or longer, if an audit is in
progress); and upon request, .0 make all accounts and records pertaining to
the program available to representatives of the U.S. Department of
Agriculture and the General Accounting Office for audit or administrative
review at a reasonable time and place.

This agreement shall be 2ffective as of (date) . It may be
terminated by notice in writing given by any party hereto to the other
parties at least 30 days prior to the date of termination.

IN WITNESS WHEREOF, the parties hereto have executed this agree-
ment as of the dates indicated below:

Agreed to this date Sponsor official

Sehool official Title
Loeation of food preparation center(s):




SUMMER FOOD SERVICE PROGRAM
ELIGIBILITY FORM FOR CAMPS AND ENROLLED SITES

To apply for free meals for your child(ren) carefully complete, sign, and return this form to the Spoasor. If you nced more space in Parts
1, 2, or 3, attach a separate picce of paper. Call this telephone number: if you need help completing this form.

NOTE: ‘“ince in some cases foster children are eligible for benefits regardiess of houschold income, contact the Sponsor for assistance
if you ace applying for meals for a foster child.

PART 1- COMPLETE THIS PART FOR ANY CHILDREN IN YOUR HOUSEHOLD WHO ARE CURRENTLY
INCLUDED IN A FOOD STAMP OR AFDC CASE.

OILD’S NAME FOOD STAMP CASE NUMBER AFDC CASE NUMBER

PART 2- COMPLETE THIS PART FOR ANY CRILDREN IN YOUR HOUSEHOLD WHO ARE NOT CURRENTLY INCLUDED
IN A FOOD STAMP OR AFDC CASE.

QHLD'S NAME

PART 3- IF YOU LISTED ANY CRILDREN IN PART 2, YOU MUST COMPLETE THIS PART AND PART 4. If you listed children
only in Part 1, skip this part and go on 1o Part 4. Under NAME you must list the name of EACH PERSON living in your houschold,
including yourself and the children listed above. In the columns list AV Y. income received last month on the same line as the name of the
person who received it. You must list the GROSS income (thc amount BEFORE deductions for taxes, social security, etc.) If the person
had more than one source of income list each amount under the correct column title. For monthly income: Multiply the gross amount
{a) by 4.33 il income is reccived weekly; (b) by 2.15 if reccived cvery two weeks; or (c) by 2 if it is received twice a month.

NAME (1LAST, FIRST) SALARY/WAGES WELFARE PFENSIONS AlL
BFFORE CILD SUPFORT & SOCIAL OTHER

DEDUCTIONS & ALIMONY SECURITY INCOME
1 ——

PART 4 - RACE/ETHNIC IDENTIFYING INFORMATION

Please check the race or ethnic identity of your children. You are not required to answer this question. We nced this information,
howeser, 1o be sure that everyone receives benefits on a fair basis. NO CHILD WILL BE DISCRIMINATED AGAINST BECAUSE OF
RACE, SEX, COLOR, NATIONAL ORIGIN, AGE, OR HANDICAP.

WHITE, NOT OF HISPANIC ORIGIN ___ ASIAN DR PACINC ISLANDER
___ BLACX, NOT OF HISPANIC ORIGIN ___ AMFRICAN INDIAN
___ HISPANIC ___ ALASKAN NATIVE
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PART §- CERTIFICATION OF DATA AND SIGNATURE: An adult MUST sign this application »cfore it can be approved.

PENALTIES FOR MISREPRESENTATION: I certify that all of the above information is true and correct and that all income is reporied.
1 understand that this information is being given for the receipt of Federal funds, that the Sponsor may verify the information on the
application, and that the deliberate misrepresentation of the information may subject me to prosecution under applicable State and Federal
laws,

- -

SIGNATURE OF ADULT SOCIAL SECURITY NUMBER DATE SIGNED
HOME ADDRESS WORK PHONE HOME PHONE

*Nection 9 of the National School Lunch Act requires that, unless your child’s food stamp or AFDC case number is provided, you must
include the social security number of the parent or guardian who is the primary wage camner or the social security numbcer of the adult
houschold member signing the application, or an indication that neither household member possesses a social security number. Provision
ut 4 social security number is not mandatory, but if a social security number is not provided or an indication is not made that neither the
primary wage carner nor the adult houschold member signing the application has ane, the application cannot be approved. This notice
must be brought to the attentioa of the houschold member whose social sccurity number is disclosed. The social security number may
be used to identify the houschold member in carrying out efforts to verify the correctness of information stated on the application. These
venification cfforts may be carried out through program reviews, audits, and investigations and may include contacting employers 1o
determine income, contacting a food stamp or welfare office to deterniine current certification for receipt of food stamps or AFDC benefits,
contacting the State employment security office to determine the amount of benefits received, and checking the documentation produced
bv the houschold member to prove the amount of inco—e received. These cfforts mav resull in s Joss or reduction of benefits,
sdministrative claims, or Jegal actions if incorrect informa i is reported.

INCOME ELIGIBILITY GUIDELINES
Effective July 1, 1990 - June 30, 1991

USDA's Income Eligibility Guidelines for reduced-pricc school mcals--the basis of SFSP free meal cligibility--are equal to 185 preent
of the Office of Management and Budget's nonfarm income poverty guidelines, as follows:

HOUSEHOLD YFARLY MONTHLY WEEKLY
SIZE

1 S 11,618 %69 22

2 15,577 1,299 30

3 19.536 1,628 376

4 23,495 1,958 352

b 27454 2.288 828

6 31,413 2.618 65

7 35372 2048 o8]

b 39,331 3278 757

For each add.
member + 3089 + 330 + 77

rermeereenmmereeneeseee-FOR SPONSOR USE ONLY - DO NOT WRITE BELOW THIS LINE - coommmmmeemcee
| | 100D STAMP/AFDC HOUSEHOLD
I 1 INCOME HOUSEHOLD:

Total houschold monthly income: 3 Houschold sive:

L1IGIBILITY DETERMINATION: | ] Approved | | Denied

Reasen for Denial:

sienatire of Determining Offioad



MONITOR SITE REVIEW FORM (for Vended Programs)

Two copies of this form should be filled out. One should be left with the site supervisor
and one tumed in to the sponsor.

Monitor’s arrival time Departure time
Sponsor 7 Name of site
Date of review Address

Phone

Site supervisor

Name and title of person
contacted at the site

Regular site Camp site

Approved level(s)
of meal service

Atiendance on day of visit

Number eligible for free and reduced-price meals (camp only)

Type(s) of meal service reviewed

TYPE OF MEAL
DAY OF VISIT: B Sn(a.m.) L Sn(p.m.) S
# of meals delivered

Times meals delivered

Times meals served

# of meals served
as firsts to childien

# of meals served as
seconds to children

# of meals served
to nonprogram adults

# of meals left over
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MAJOR VIOLATIONS

5.

6.

ACTUAL COUNT " TYPE OF MEAL

. Adult meals included in count

of meals served to children.

Offsite consumption (children)

More than one meal served at
one time to children

Meal pattern not met (specify)

Meals not served as a unit

Meal times not met

CHECK AT RIGHT IF FOLLOWING APPLY
(Explain any checked items on the next page)

7. No records
8. Incomplete records
9. Poor sanitation
10. Other
YES NO
| - Does staffing pattern correspond to that listed on approved site
sheet?
2. - Has site supervisor attended training session?
A L Does site supervisor use site handbook?
4 L Does site have sufficient food service supervisors?
s - Are meals counted before signing delivery receipt?
6. Are meal counts taken of meals served?



10.
11
12.

13.

14.

15.
16.
17.
18.

19.

21

22.

NO

Do meals meet approved menu?

Do meals meet meal pattern requirements?

Are meals checked for quality?

Is there proper sanitation/storage?

Are more meals served as seconds than the 2-percent limit?

Is site supervisor following procedures established 1o make meal
order adjustments?

Are meals served within approved time frames?

Does site have a place to serve children meals in case of
inclement weather?

Is each meal served as a unit?
Is the meal delivery schedule followed?
Are there provisions for storing or returning excess meals?

Is there documentation of children eligible for free and reduced-
price meals, if applicable?

Is there a nondiscrimination poster, provided by the sponsor, on
display in a prominent place?

Are meals served to all attending children regardless of the
child’s race, colos, national origin, sex, age, or handicap?

Do all children have equal access to services and facilities at the
site regardless of race, color, national origin, sex, age, or
handicap?

Is informational material concerning the availability and
nutritional benefits of the program available in appropriate
translations?

~X



Corrective action discussed with (name and title)

Corrective action taken:

Site supervisor’s comments:

Further action needed by (date):

I certify that the above information

Monitor’s signature

Date

Sponsor representative’s
signature

1S correct:

Site supervisor’s signature

Date

Date reviewed by sponsor
representative

-I
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MONITOR SITE REVIEW FORM (for Sponsor Meal Preparation)

Sponsor Site

Site address

Date of review Phone

Monitor’s arrival time Departure time

Site supervisor

Name and title of
person contacted at the site

Regular site Camp site

Approved average daily participation (ADP)

(if applicable)

Attendance on day of visit

Type(s) of meal service reviewed

Day of visit Breakfast  Snack Lunch Snack_
# meals prepared

Time meals

were served

# first meals served
to children

# meals
served as
seconds

# meals served to
program adults

# meals served to
nonprogram adults

short/over

Food Quantity Allowable Number of servings.
ltem used in servings total total
preparation per unit available needed
g e
(o



YES

NO

Are meals served as a unit?

Do meals meet menu as planned?

Are all requirements met?

Are all children fed onsite?

Are meals planned and prepared with one meal per child in mind?
Is the ratio of meals served as seconds to meals served first excessive?
Are accurate counts taken of meals served?

Are meal production records kept?

Is required health department certification available for inspection?
Is an inventory record being kept?

Are receiving reports and purchase invoices kept?

Does staffing pattern correspond to that listed on approved site
application sheet?

Has site supervisor attended training session?
Are program aids being used?
Are records of adult meals kept?

Is there documentation of children eligible for free and reduced-price
meals if applicable?

Is there a nondiscrimination poster, provided by the sponsor, v~ display
in a prominent place?

Are meals served to all attending children regardless of the child's race.
color, national origin, sex, age, or handicap?

Do all children have equal access to services and facilities ur the site
regardless of race, color, national origin. sex, age, or handicap?

-J
-



Corrective action discussed with (name and title)

Corrective action taken:

Site supervisor’'s comments:

Further action needed by (date):

I certify that the above information is correct:

Monitor's signature Site supervisor’s signature

Date Date

Sponsor representative’s Date reviewed by sponsor
signature representative
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Onsite Food Inventory Record

Food
Item

On Site Food Inventory Record

Name of Site

Inventory Period Beginning Inventory
Purchase Unit* | (X) Quatity | (=) Value of
Unit Cost on hand food on hand
(i.e., lbs,

cans, cases, etc.)

— b ]

| SEp—

To Obtain Food Cost for Month  Total Value of

Beginning Inventory

Food Purchase
Closing Inventory
Cost of Food Used

*Use invoices to determine the unit cost per item and total

$
-+

Food on Hand $
(Closing Inventory+*)

food purchases for the reporting period.

**The closing inventory for cne month becomes the Beginning
Inventory for the next menth.

SN S




Worksheet for Administrative Costs

Name of sponsor

Date

Position

No. of Salary No. of Total

people
in that
position

hours
spent
on food
service

v K K A
u

o T . T - T

X =

1.
2.
3.
1.
5.

11.

Salary total

Transportation

Communications

Rental of office space

Office supplies

Utilities

Use allowance of furniture
and fixtures

Audit fees

Legal fees

Office building
maintenance

Other (specify)

Total administrative costs (sum of items 1 through 11)
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" Admanistrative Mileage Record

3

| Name
Date QOdometer Odometer Numbper [tinerary
reading reading of
start stop miles

Note: If monitors or supervisors want reimbursement for travel, they will
need comprehensive mileage documentation in order to claim this expense as
an administrative cost. The foregoing chart is a suggested, simplified format

for this recordkeeping.




Daily Meal Service Report {Luncn Only)

Report period
Name Telephone
Address
Contact person
Name Telephone

Address

Site supervisor

1. Number of children in attendance

2. Number of meais served as firsts
to children

3. Extras served as seconds
to children®

4. Number of meals served to program adults®*

5. Number of meals served to nonprogram adults®**®

For sites served by food service management companies:

6. Number of meals delivered

7. Number of spoiled/incomplete meals

8. Number of meals left over.

The monitor should notify the sponsor immediately if: there is 8 need to
increase or decrease meals, the meals do not meet meal requirements, the
meals are unsatisfactory, or the delivery is too late or too early. If you
receive mesals from another approved site, record the date, number of
meals, and name and location of other site.

Paying sdults Lunch cost Total
X = §

Supervisor's comments (account for ail other meals)

*1If you are ordering carefully, you should have verv few extra meals,

81
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Salarned
Employees
(salaries
paid by

sponsor)

cersonnei Time Report (One Meal Onlv)

Hours worked in food service Total Hotrpy Total wages
Name S M TWTF SA hours X waRe e dairmable

I UNDERSTAND THAT THIS INFORMATION IS REING GIVEN IN CONNEC-
TION WITH THE RECEIPT OF FEDERAL FUNDR AND THAT DELIBERATE
MISREPRESENTATION MAY SUBJECT ME TQ PROSECUTION UNDER
APPLICABLE STATE AND FEDERAL CRIMINAI STATUTES,

Site supervisoy's SIignatars

A Date



Daily Meal Service Report (More than One Me: 1)

Report period

Sponsor Name Telephone

Address

Contact person

Name Telephone

Address

Site Supervisor

SMTWTTF SA
Breakfast 1. Number of children in attendance

2. Number of meals served as firsts
to children

3. Extras served as seconds
to children*
4. Number of meals served to program adulis®*

5. Number of meais served to nonprogram adults**

For sites served by food service management companies:

6. Number of meals delivered

7. Number of spoiled/incompilete meais

8. Number of mesals left over

A.M. Snack 1. Number of chikiren in attendance

2. Number of meals served as firsts
to children

3. Extras served as seconds
to children*

4. Number of meals served to program adults*®

5. Number of meals served to nonprogram adults**

For sites served by food service management companies:

6. Number of meals delivered

7. Number of spoiled/incomplete meals

8. Number of meals left over

on
.“.l




Lunch 1. Number of children in attendance

2. Number of meals served as firsts
to children

J. Extras served as seconds
to children®

4. Number of meais served to program adults**
5. Number of meais served to nonprogram adults**

For sites served by food service management companies-
8. Number of meails delivered

7. Number of spoiled/incomplete meals

8. Number of meals left over

P.M. Snack 1. Number of children in attendance

2. Number of meais served as firsts
__to children

3. Extras served as seconds -
to children*

4. Number of meals served to program adults®*®

5. Number of meals served to nonprogram adults**

For sites served by food service management companies:
8. Number of meals delivered

7. Number of iled/incomplete meals
8. Number of meals left over

Supper 1. Number of children in attendance

2. Number of meals served as firsts
to children

3. Extras served as seconds
to children®

4. Number of meals served to program aduits**

5. Number of meals served to nonprogram adults®*

For sites served by food service management companies:

6. Number of meals delivered

7. Number of spoiled/incomplete meals

8. Number of meals left over

*If you are ordering carefully, **Some sponsors may not
you should have very few extra allow serving meals to
meals. adults (19 years of age and

over). You should have
guidelines on this from your

sponsor.




Number of
paying adults Meal cost Total

Cash Received Breakfast

A.M. Snack

Lunch

Mo e K
1]

P.M. Snack

Supper X =
Supervisor's comments (account for all other meals)

The monitor should notify the sponscr immediately if: there is a need to
increase or decrease meals, the meais do not meet meal requirements, the
meals are unsatisfactory, or the delivery is too late or too early. If you
receive meals from another site or transfer some meals to another
approved site, record the date, number of meals, and name and loeation of
other site.




Salaried
Employees
(Salaries paid
by sponsor)

Personnel Time Report (More Than One Meal)

Hours worked in food service Total Hourly Total
Name S M TWTTF Sa hours wage claimable

1 UNDERSTAND THAT THIS INFORMATION IS BEING GIVEN IN
CONNECTION WITH THE RECEIPT OF FEDERAL FUNDS AND THAT
DELIBERATE MISREPRESENTATION MAY SUBJECT ME TO
PROSECUTION UNDER APPLICABLE STATE AND FEDERAL CRIMINAL
STATUTES.

Site supervisor's signature

Date
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1. Operating
Costs Determined
By Rates of
Reimbursement

2. Operating
Costs Determined
By Actual
Expenditures

3. Maximum
Allowable
Operating Costs

4. Administra-
tive Costs
Determined by
Rates of
Reimbursement

5. Administra-
tive Costs
Determined by
Actual Expendi-
turr:s

6. Acministra-
tive Costs
Determined by
Budget

7. Maximum
Allowable
Administrative
Costs

8. Maximum
Allowable TOTAL
Food Service
Costs

Reimbursement Worksheet

Year-to-date?® breakfasts
Yesar-to-date lunches
Year-to-date suppers
Year-to-date snacks
TOTAL (a+b+c+d)

Year-to-date food costs
Year-to-date labor costs
Year-to-date other costs

. TOTAL operating costs {a+b+¢)

Lesser of le and 2d

a.
b.

€.

a,

. Year-to-date supper

Year-to-date breakfasts

Number

ool

Rates

n i uw

“ww MBS
4

Year-to-date lunches

CaRa i

Year-to-date snacks

TOTAL (a+b+e+d)

Year-to-date actual administrative costs

Administrative budget approved by state administering

agency, including any amendments

Lesser of 4e and 5a and 6a

Line3+ Line 7

5

A ]

]

LI LI |

“ «“lﬁua - uaalu




9. 'rotﬁ a. Total operating costs (line 2d)

s
Allowable Food b. Total administrative costs (line 5a) H
Service c. Total program expenditures (a+b) $
Expenditures d. Income aceruing to food program
(Year-to-date) 3
e. Allowable food service expenditures (c-d) $
10. Potential
Year-to-date Lesser of line 8 and line 8¢ $
Reimbursement
11. Previous a. All year-to-date advance payments $
Year-to-date b. All startup payments $
Payments e. All previous reimbursements $
d. TOTAL previous year-to-date payments $
12. Aectusl a. Line 10 $
Amount of Cheek b. Line 11d $
To Expect for ¢. Amount of check to expeet for the month {a-b) $
the Month

* Year-to-date: The number of meals or amount of costs calculated from
the start of the program to the last day of the moath for which computation
is being done.




BENEFICIARY DATA FORM
Sponsor

Site

Address

Site Supervisor

Number of

Racial/Ethpic Category Participating Children

Alaskan Native or Native American

(A person having origins in any of the
original peoples of North America, and
who maintains cultural identification
through tribal affiliation or community
recognition (includes Aleuts and
Eskimos).

Asian or Pacific Islander (A person having
origins in any of the original peoples of

the Far East, Southeast Asia, the Indian
subcontinent, or the Pacific Islands. This

area includes, for example, China, Japan, Korea,
the Philippine Islands and Samoa).

Black (not of Hispanic origin) (A person having
origins ia the black racial groups of Africa.)

Bispanic (A person of Mexican, Puerto Rican,
Cuban, Central or South American, or other
Spanish culture or origin, regardless of

race.)

White (not of Hispanic origin) (A person
having origins in any of the original
peoples of Europe, North Africa, or the
Middie East.)

Other (please explain)

Monitor’s signatur: ’ - Date

,EC 54

Full Tt Provided by ERIC.



GLOSSARY

Administering
Agency

Camp

Children

Civil Rights
Laws and
Regulations

Component
Food Service
Management

Company
Meal

Meal Type

Necdy
Children

Operating
Costs

Program Adult

The State agency or the USDA Food and Nutrition Service
Regional Office that directly administers the Summer Food Service
Program. This is the agency that approves applicatiors and ensures
that sponsors meet regulatory requirements.

A residential summer camp or a nonresidential day camp that offers
a regularly scheduled food service as part of an organized program for
enrolled children. A nonresidential camp must offer a continuous
schedule between meal services of organized cultural or recreational
programs for enrolled children.

People age 18 or under; and people over 18 who are determined by
a State or local educational agency of a State to be mentally or
physically handicapped and who participate in a school program for
such handicapped persons.

Title VI of the Civil Rights Act of 1964, Section 504 of the
Rehabilitation Act of 1973, the Age Discrimination Act of 1975,
and Department and program regulations pursuant to these laws.

A required item of a meal, such as milk, meat, or meal alternate, two
or more fruits or vegetables, and bread or bread equivalent.

A company that contracts with a sponsor to prepare and/or
deliver meals for the summer program.

A breakfast, lunch, supper, or snack that meets USDA nutritional
standards and that is served to children at a food service site.

Any one of the four kinds of meals eligible for USDA reimbursement.

Children from families whose family size and income are below
the USDA income poverty guidelines. The National Schoel Lunch
Program, the School Breakfa:t Program, and the Child and Adult Care
Food Program use the same guidelines. Children eligible for free or
reduced-price meals in those programs are considered needy.

The cost of operating a food service including food costs, operating
costs of nonfood supplies, and rental and use allowances for equipment
and space.

Adult staff who prepare or serve meals or supervise children at

mealtime. This does not include adults whose jobs ure on the
administrative staff, such as monitors.
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Meal Preparation  Those sponsors that prepare meals using their own personnel either
at the site or at a central kitchen facility, from which the meals are
transported to the sites also by sponsor personnel.

Unit Serving all components of a meal together at the same time. For
example, the milk and fruit componeats of a lunch cannot be served
as a snack later in the day.

Unitized Meal Meals delivered by a vendor with all components of each meal in one
package (with the exception of milk and juice). The administering
agency may approve exceptions to unitizing certain other components
of a meal.

The Summer Food Service Program for Children is available to all children without regard
to race, color, national origin, sex, age, or handicap. Any person who believes he or she
has been treated unfairly in receiving food services because of discrimination should write
immediately to the Secretary of Agriculture, Washington, DC 20250.
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